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U.S. Department of Justice 



Federal Bureau of Investigation 

Washington, D.C. 20535 
Junes, 2010 


Subject: FILE NUMBER 66-HQ-2319 
FOlPANo. 1145479-000 


The enclosed documents were reviewed under the Freedom of Information/Privacy Acts (FOIPA), Title 5, 
United States Code, Section 552/552a. Deletions have been made to protect information which is exempt from disclosure, 
with the appropriate exemptions noted on the page next to the excision. In addition, a deleted page information sheet was 
inserted in the file to indicate where pages were withheld entirely. The exemptions used to withhold information are marked 
below and explained on the enclosed Form OPCA-16a: 

Section 552 Section 552a 
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D(b)(7)(A) 

□(d)(5) 

s(b)(2) 

n(b)(7)(B) 
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□(b)(3) 

a(b)(7)(C) 

□(k)(1) 


®(b)(7)(D) 
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□(b)(7)(E) 

□(k)(3) 


□(b)(7)(F) 

□(k)(4) 

□(b)(4) 

□(b)(8) 

□(k)(5) 

□(b)(5) 

□(b)(9) 

□(k)(6) 

H(b)(6) 


□(k)(7) 


1,237 pages were reviewed and 1,235 pages are being released. 

□ Document(s) were located which originated with, or contained information concerning other 
Government agency(ies) [OGA]. This information has been: 

□ referred to the OGA for review and direct response to you. 

0 referred to the OGA for consultation. The FBI will correspond with you regarding this 
information when the consultation is finished. 

H You have the right to appeal any denials in this release. Appeals should be directed in writing to the 
Director, Office of Information Policy, U.S. Department of Justice, 1425 New York Ave., NW. 

Suite 11050, Washington, D.C. 20530-0001 . Your appeal must be received by OIP within sixty (60) days 
from the date of this letter in order to be considered timely. The envelope and the letter should be clearly 
marked “Freedom of Information Appeal.” Please cite the FOIPA Number assigned to your 
request so that it may be easily identified. 


□ The enclosed material is from the main investigative flle(s) in which the subject(s) of your request was 
the focus of the investigation. Our search located additional references, in files relating to other 
individuals, or matters, which may or may not be about your subject(s). Our experience has shown, 
when ident, references usually contain information similar to the information processed in the main file(s). 
Because of our significant backlog, we have given priority to processing only the main investigative file(s). 
If you want the references, you must submit a separate request for them in writing, and they will be 
reviewed at a later date, as time and resources permit. 

Ki See additional information which follows. 


Sincerely yours. 


David M. Hardy 
Section Chief 
Record/Information 
Dissemination Section 
Records Management Division 


Enclosure(s) 


Enclosed is an excised copy of FBI Headquarters file 66-HQ-2319 (sections 1-5 and EBF's 140, 174, 178, 
185, 186, 190, 198, 280 and 372) which is responsive to your Freedom of Information Act request. 

This release is being made available to you on CD at a cost of $15.00. Please remit a check or money 
order payable to the Federal Bureau of Investigation (FBI) in the amount of $15.00, and mail to the following address: 
FBI, 170 Marcel Drive, Winchester, VA 22602-4843. 



EXPLANATION OF EXEMPTIONS 


SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552 

(b)(1) (A) specifically authorized under criteria established by an Executive order to be kept secret in the interest of national defense or foreign 

policy and (B) are in fact properly classified to such Executive order; 

(b)(2) related solely to the internal personnel rules and practices of an agency; 

(b)(3) specifically exempted from disclosure by statute (other than section 552b of this title), provided that such statute(A) requires that the 
matters be withheld from the public in such a manner as to leave no discretion on issue, or (B) establishes particular criteria for 
withholding or refers to particular types of matters to be withheld; 

(b)(4) trade secrets and commercial or financial information obtained from a person and privileged or confidential; 

(b)(5) inter-agency or intra-agency memorandums or letters which would not be available by law to a party other than an agency in litigation 
with the agency; 

(b)(6) personnel and medical files and similar files the disclosure of which would constitute a clearly unwarranted invasion of personal privacy; 

(b)(7) records or information compiled for law enforcement purposes, but only to the extent that the production of such law enforcement 

records or information ( A ) could be reasonably be expected to interfere with enforcement proceedings, ( B ) would deprive a person 
of a right to a fair trial or an impartial adjudication, ( C ) could be reasonably expected to constitute an unwarranted invasion of personal 
privacy, ( D ) could reasonably be expected to disclose the identity of confidential source, including a State, local, or foreign agency or 
authority or any private institution which furnished information on a confidential basis, and, in the case of record or information compiled 
by a criminal law enforcement authority in the course of a criminal investigation, or by an agency conducting a lawful national security 
intelligence investigation, information furnished by a confidential source, ( E ) would disclose techniques and procedures for law 
enforcement investigations or prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if such 
disclosure could reasonably be expected to risk circumvention of the law, or ( F ) could reasonably be expected to endanger the life or 
physical safety of any individual; 

(b)(8) contained in or related to examination, operating, or condition reports prepared by, on behalf of, or for the use of an agency responsible for 
the regulation or supervision of financial institutions; or 

{b)(9) geological and geophysical information and data, including maps, concerning wells. 

SUBSECTIONS OF TITLE 5, UNITED STATES CODE, SECTION 552a 

(d)(5) information compiled in reasonable anticipation of a civil action proceeding; 

(j) (2) material reporting investigative efforts pertaining to the enforcement of criminal law including efforts to prevent, control, or reduce 

crime or apprehend criminals; 

(k) (l ) information which is currently and properly classified pursuant to an Executive order in the interest of the national defense or foreign 

policy, for example, information involving intelligence sources or methods; 

(k)(2) investigatory material compiled for law enforcement purposes, other than criminal, which did not result in loss of a right, benefit or 

privilege under Federal programs, or which would identify a source who furnished information pursuant to a promise that his/heridentity 
would be held in confidence; 

(k)(3) material maintained in connection with providing protective services to the President of the United States or any other individual pursuant 
to the authority of Title 18, United States Code, Section 3056; 

(k)(4) required by statute to be maintained and used solely as statistical records; 

(k)(5) investigatory material compiled solely for the purpose of determining suitability, eligibility, or qualifications for Federal civilian 
employment or for access to classified information, the disclosure of which would reveal the identity of the person who furnished 
information pursuant to a promise that his/her identity would be held in confidence; 

(k)(6) testing or examination material used to determine individual qualifications for appointment or promotion in Federal Government service the 
release of which would compromise the testing or examination process; 

(k)(7) material used to determine potential for promotion in the armed services, the disclosure of which would reveal the identity of the person 
who furnished the material pursuant to a promise that his/her identity would be held in confidence. 
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SSIPABftt. 


fith, r#?erence to ay aenorftaSjia ©f No'm'b«r 
©onctralng tii© littMuiot of Btuf©iw. fileg i? DtpitrtBiatal offioialg, 
t 4 # 0 lra In thO fatuif* fila i« ratamad tiy a Dejartr 

aa&tal offiolalf you..arifft£igf tb-chaolc ovaz* ithe filao and aobsjp— 
tain li^athaif any pajMir* aft alttlag frOB^^l^^^ tf all wrltlg 
aft Iniaet yOia nay than reltaee tht reoaipt, othOrwita not* 

rorthorswra, with rafarmct to the i sfoanot Of fi iat to 
l>tpaf*mtiital offlcialt, you art adn pad that no fil® ihould ha 
ailowad to. rtaain in tht pOftttidon of a Dtpwtnwtal official for 
a ptrlod of raUrt than. tw*nty-f oar hours wltlitet having tht file 
reoharged. Tou ah<mld not reoharg# tht files ual ess you have 
peraonany. seen the fllei in the poieesti^ar of the Dspartmental 
■•Official# 


Very truly yaara* 




Director* 




'rEf A'.t i.i._ -t - * V . 







■ i0a«)BAlSi30tt FOB M* SBTfABTH. 



In iritw 6f thfi faat that, in a itaaTjtn of 
ca»«a In whi<^ Burtan filw l>#*n itnt to 
Sop«rtra«ital Offioiaia, torlaia Bava l)#on moTOd 
firoa th»»o filtt feaforo ¥oing fatamad to tha 
BoTfau, I daaira that In tha fatura no fila ha 
laanad to tha Bapartaiantal Offiolala nntll apiaroTal 
hat haan apeotfieaUy elvan you hy aithar m at 
tha AiNKiatant Diroatcar* In tha ahaanca of ae or 
tha Aaaiatant Piraator, Miaa diiK^y *ill he mthor* 
lead to approT© tha rA^st* 


It ii the practiea of the Bureau to aand 
to the pepartaaentil Official a oopiaa of all raporta 
in eaaaa In which th^ are interaitad, and, conaa~ 



guantly, copiaa of all raporta would ha in tha 
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^uKcmi nf arojjstissttmt 
5Dasbtngfam,S.(]!I. 


December 8, 1927. 


mroHlOTXJl.I FOR THE PIIES. 

^ / / 

I discussed v/ith Assistant Attorney General Marshall, on Mceraber 2nd, 

the matter of the care of th^Bureau%iles advising him of a nimnbor of in- 
/ stances in which the files of the Bureau had been sent for by departmental 
e 0 facial 3 and these files had, in some cases, been sent out of the city 
wi^out the Bureau’s receiving advice thereof, or sections of the files had 
been rer^ved from the files and not returned to the Bureau. I stated that, 
in vie^ of the fact that I was responsible for the file s of the Bureau, I 
felt-ttot some Departmental Order should be‘ issued forbidding the removal of 
any papers from. Bureau files and providing that no Bureau file should be sent 
out of the Department by Departmental officials v/ithout first communicating 
the necessity for the same to the Director of the Bureau. 

Mr. Itorshall stated that he did not think it was necessary to issue a 
Departmental order since he felt that I had sufficient authority regarding 
the Bureau files without resorting to a Departmental order. He stated that 
he felt that I, as Director of the Bureau, could refuse to issue any file to 
a Departmental official if such official had given indication of improperly 
handling the files. I indicated that I would take this action. 

Consequently, I have issued the following orders to the head of the File 
Room. Chat no Bureau file is to be sent to any Departmental, official withf 
out first having the file approved by the Director or Assistant Director; 
that the Director or Assistant Director will issue to Department officials' 
only files, oh.sucH matters as are assigned to them officially by the Attorney 
General; that the head of the File Room shall see that no Bureau file remins 
outstanding more^th^ twen1^rfo^4hours,44‘^^<?P-‘^. ^ being made and 

that be£dre"’’the recharge is made he shall personally see'^tlmt the file is in 
the hands of the person requesting the recharge, and that before the return 
of any receipt to a Departmental official the head of the File Room shall 
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Beomljor 8> 19S7* 


laror^im F03.5IE* 



ly jreacDai. ot tl^Q fact recently u ttoriJor of tfco * 

Bureau's, files Ivxvo 1:coa lost and in instances papers ranoved, 
therefroa and npt returned to tho Bureau, I have foi^d it nceos- 
cary to instract jko Chief of the Bureau File Boon to Jsd pardtfcu- 
larly careful in safeBuardinc; the Bureau papers uhich are 
charcod to Bojartacntal officials /jaon^ tlio Instructions 
rhioh have hcon issued tho Chief of the Bureau Fflo Botet is '' 

reguostod to porciit no Bureci file td rc:daia cat of the Btarcau, 
for lonior than tuon^-foar hours urithout having s. rochhrso 
filed for tho s£uaS» It is rog.uircd that tho Chief bt thO 
Bureau Filo Boca poroenally “seo the fiio hofora recharcinG tho 1 

oaffl?«- Bhis aaicoe it possible for us to. tno^ tho ’ishereaboats 
of all of cur files «.hca not d|x. the Bureau* 

Tou will prohabiy recall that dorinc the course of 
the iCTdSticatioii by thp Bonate soso years pgO| charGoo \?of o nado 
acainat the BurctU of Invostication that setao <>f its files had 
been lost and^ sons of ito papers rccovod. iiinob I an person- 
ally xdspoasible for tho filos of tho Bureau, 1 cn cMoavorlnG 
to beep a chock on tho. 

By purpose in addrossinG this ixnorendun to, you is due 
to tho facjt that Bureau, filo 40-1961* Stephens end Company,, was 
charced to lir, Baaspy on Bcecaber 5th, and while it has been pos- * ^ 

Bible to obtain a reoharGO on tho file* ur. Seyfhrth, the Chief [ 

of tho Bureau Pile Eocn, has not boon able to locate tho sane and \ h 
E r. Bansoy does not know Whore the file is at this particular tiss , 

I wotild apprec^toto it if you cotdd arran ';0 to have tho 
Asoietants in your Bi vision advised of tho instructiens ahich have . / 

been issued by tho Baroau so as to facilitate the rccharsinG of 
the. files And at tho suae tine safOGuard then ftoo boinG lost*, ' ^ 

6 j } '■ / 




f. 






Very truly yoUrs^ 


Biroctor., 


V 
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MELIORAUDUM FOR. THE DIRECTOR: 


Referring to your memorandvim dated December 3rd.,, with 
reference to files charged out to Departmental officios. 


There were, on December 8th., 10 files charged out. Today 
I obtained a recharge, on 7 of them. The 3 files listed below are 
charged to IS?. Ramsey .who informed me he was not going to be annoyed 
each day with looking, for files and he would not give me recharge 
for;same. He also- stated he would have to receive orders from his 
chief before he would take any steps to look for Bureau files* 




.1 — File on Stephens & Co.- File Ho. 49-1961, charged 
to Mr. Ramsey on December 6th. 

2— File on Annie Garf inkle,- File Hp. 49-1185, charged 
to Ihr. Ramsey on December 7th. 

2<~*File on.Bnery Olmstead,- File Ho. 29rl569, ctorged • 
to Mr. Ramsey on, December 8th. 






I Mto lLar4 1»}iQ to 

Vth tossoy epoterain^f tho xoccjat iccaeil jacr for tho 

propor protootioji of tho ^lareca filoo*- It ie inr=atoHal 
to uo feJ-^thcr rc^Alatioao X hxyo ioeucS. sro coa»|;)i- 

(5?c‘d i!:^ractiSisX aad ’Jir3?^oVidcat 'tyl^r# Xoaaey* X.poaaidpr 
thca atpolutoly pacphtd«4 t!io protpcstiPa cf tlso fllfd aif 
tho Xoroaa* 

It lias Ijocsl foa:^ that 4ii jroaoroita 
of thp Sarctfj, chsrcod cut t® orio official licyo liicappiiaro^ 
a&d trhca, tiiat official tcoa a.!:hpd to p^odaco thoa. Iho has 
■fapca iisahlo to prodapo ths fllcp with tho roeult that tho 
Xurecu is thsa loft ia tho poaitioa of hot. hoincf ahio to 
looato tho files, Coaotitac^ thqy tura up hut soaetiKos they 
4e not4 



Xu this :i^ticalar caoo^ 3?t was ic^eos'ihl© for Kr, 

Xa"5Soy to stato whoro tho file was fe? ceresral days* It has 
hew hsoh roturnei; to fee Pproau X'ilo r.eoa* 

I discaeopd this e^tiJ^e eifea-tics. with Aaoistsut '* 
attorney Ceaosjal JhirEhall tofehO issdhcJ the rules (fed rc^ala- 
tiens whieh,X hate issued ,ar.d x:^m fcarfeall iufernod pa that | 

I had f^l i^thority to reftise to issuo u filo of tho Xurssu | 

to fi»y effieiai if that pffloloX did jsst cociply with ;; eaj^ rules I 
.and. recsiations 


I pa informed that Thsiscy hss today cqain refUcod 
to cocply with tha feqdosti of Coyforth tpp u rodh#^ dh 
ooas filos issued to p^i es^- 1 hate issued the order tluit uo. 
furthor xuresu files aro' to ho issued tq Hr. rassey uutil ho_^ 
cenplios With the rules ohd repulatiecs of the Xuroaa; reqardiny 
tho p toper protect id of its files*. 

Very truly years. 





J 


Xirec-cr* 



— X ■" 


. (j From ; 0 

^ Assistant Attorney General Luhring 

to 

Official indicated below by check mark 
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iffisca&HBOtt foil' Asslciiiii A^oaHEt gssebai^ loaHRisi 


1 iiaYO, “by refere^e, a aemot^mStBo pf- thp 8th Inst^t :^4res894. 
yoit by Mr. Hbovp^ » Dlreetpir of t^e Jnf Phu Pf inyeRtigati on j getting 
fpi'th. the, ■laB'tJtttctJ.onff Isstied by Mo la. order- t,P keep track Pf the 
Btiraou files# ^4 repprtlBg' the eepMag loss of one f ilPjl charged to oe, 
®e: file referred |o .ag-ahar^d -tb oe left ny .r'Pcxa several d^s ago.#: 
and is p^phabl^ back in the' Bhfeati fllesi before this, time, dt vent out 
in. the rpgolar ooprse of business^ 

As. to the iapAsiifes- t^en. by Jlr. 'Hooypr tp keP? tiuck of Ms flips, 
r hsartily a^pfoye- his , earnest pufpPpe In-, that difeetlPu and. shall be 
glad tp coppefate In any yraoticablp .plan, 

I dcaislder his present plan, hpveyer., by shich he pnoposes that 
the Chief ef the flip '^omp ^,^eyfarth,^ shall Pee Pyefy day pyeiy file 
dravn. put by officers and ps^loyeS cf the hepartae.pt^ is to mind 
impracticable and l%rpvideht# and J have' refused tp, have my tlmp taken 
.up In that wiy, piiph files often necessarily accompany the letters and 
memofanduaS for the prPparatioh of vhiph they hfe needed, and so are ’sent 
to. Hr, Btd^ly, tp ypu#. apd tP the Solicitor '{letteral, and e<»aetioes to the. 
Attorney General, ond to other Officers of the pepartmaat. At ai^ desk 


U-S3I f~C 




where eeat etto? hiattare nsst he preaalns end j!^ mtiter raay lie for seheral 
d^e or a week heforo it; can he raaohad. It is icpraoticahle to reseaher 
at any nosent just where ecwjh one of those flies nay he, and an improvident 
use of ttea to hunt them every day.. 

When I have finished with the files* j return thea to the Bureau, 
except where they are returned to the Bureau hy sene other official to 
whoa I send thea. If Ur. Hoover will give me a laeaOrahdua r»f any 
Bureau fli^f which has heea charged to aio and ie now lost, % will laako 
every effort th ioedte It* 











,1 r. 


JamjAT^ 16, 1920* 


„j^COiU)£lD 


ich 




3)“1 


?'S!I0T;iUiI3®! : -O' 




; ■ , 1 liftv* at iMad your .metaorandaw ' ‘ 

' of 'tiaa i6tH iastaatf »)iiallve't0 th« papars 
whieh hate for»*rd*4 to ycu. frooi tlno 
■'to iiijna py Ux* *'«B8ay aad wMah you Juit« 

• held, , In »p#akin,f with Jit, latlmn ■o6n- .: 
cemin? this siatter^ 1 m informs that It 
»aa never hie intention that you ehcmia 
. /^etuln any corresponfiejaue sent to you l?y 
Ml*. Baiaeo/, hut the t he wrely referred to 
tJMJ ille Blips want you* 

VnOar m eondltlon ehouifil you 
accept or retain any eotreeponlenoo which 
If eaut to y^ aocon^anyinc any ^He from 
any JDepartcwmtal official. It should he 
returned to the Dfpartnentftl official and 
if he does not accept the aaoe it sliouW 
thin he sent to the Asslstimt Attorney Oeaeral 
in Charge of the Division or to the DO; art- 







6 January 16, 1928 


mroEAromi for the director: 


With reference to your instructions in connection with 
issuing Bureau files to Departmental Officials, I wish to say: 

lit* Ramsey has "been sending correspondence with charge slip 
attached thereto requesting oiir files pertaining to same. I have 
returned these letters to him stating that inasmuch as he will 
not conform with Bureau regulations I cannot issue files to him. He 
refused to take them hack and sent, them hack to me hy messenger 
who stated that lit, Ramsey said we should keep them until we let 
him have our files. I spoke to Mr* Nathan with reference to this 
matter and he advised me that I could do nothing until I received 
further instructions from you. 

I am attaching hereto the papers referred to. 


Respectfully, 






ZiESIOEAiroUH POR SHE DIRECTOR; 
(Attention 1&, l^athan) 


For your .^formation on April 19th five files relating 
to one Ci^l^cheide were charged out to IJr* LSarcum, Room 
622. 



I \ms ahle to get recharges on these files for several 
days, but for the past four days I have not been able to get 
into lir. i5arcum*s room, the same being locked. 


Respectfully, 






Q 




0 


June 5, 1928 



FOR THE DIEECKPOR: 
(Attention Mr. Nathan) 




all 


I wish to say that on April ,19th.,^ files relating 
to one W. G, Scheide were charged out, to Mr. Marcum, Room 622. 

Mr.. Marcum apparently has never looked at the above files 
as each day wiien getting my recharges. I noticed the files resting 
in the same place there he 'first placed them on April 19th. 

The above for your j^ormatlon. 


Respectfully, 


JUN9 1928 atoOiJDjy, 




*0, a 


,d 




VmiAM 

62-42752 




sefoentiy k&m ^ 

. ^*.- «s^l0i»i9t, of SS'® if 
. jetuafii#4 tMs -fim^ ^ 

&a<i ^*a«*i: tffteaM' M uZ tiiat ■ 

•th9 mmm3ic^ or ®a«< 

^KO».j&. .&i'4^.®j.«,®r , t© to K»ft« f'll ' *0«5?*?as^ 

. ,■„ ®p*, mnchvm it atae 


■ I*. M . . ■ 

*'!5L0fju»t!SI 


a'^v 





JOHN EDGAR HOOVER 
DIRECTOR 


I 




lfflh!DBAin)mi.JOR THE DIRECTOR. 

6" Ci 

. n V 

This is to advise yoa that on August 21st* 
Bureau File’#56-86, which pertains to election frauds 
in^ idalgo Coun ty, d!exas, was charged to Mr, Fisher in 
Mri EuErtng^ division. 



Today when I went to see Mr. Fisher with 
reference to getting a re-charge he informed me that 
he turned the file over to Mr, Horwitz, v/ho I under- 
stand works on the eighth floor, and bodies election 
fraud matters for the Bepartment . Mr . Fisher also stated 
that he had asked Mr, Horwitz to he sure to return the 
file to him as he \ms held responsible for it. I then 
went to see Mr, Horwitz in order to locate the file and 
get a re-charge hut was informed hy Mrs. Smith, in the ^ 

Prohibition division, that Mri Horwitz was out of the \ j 

city and she thou^t. that the file I was looking for was | • 

looked up in his desk. ’ ' ■ 



JU 


t .■ ^ 



^^6 22 1§2 S ) 


This is for your information. 


t 


Respectfully, 





A 06 p ig2g 




BUREAU OF INVESTioATlO?^ • 

AUG 24 1929 a.m. 

DEPARTMENT OF JUSTICE 




'Th-rg* 


FILE 







miORAiroUM FOR THE DIRECTOR. 
Attention Mr. Rathan. 


Referring to my memorandum of August 
to the file on Election Frauds, ,at Hidalgo 
No. 56-86, which was charged to Mr., Fisher 
Sion. You v/ill recall that Mr.. Fisher had 
to Mr. Horwitz. 

I wish to say that this file v/as returned to me personally 
hy Mr. Fisher and before releasing the charge I had- the fide 
checked oyer carefully to see if ail papers v/ere intact. Finding 
it O.K. the file was then put in. its proper place in the files. 

This for your information. 




mv. 



!BSOORDHJJ3^ 


SEP 3. m 
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SEP 3 1929 P.M. 

DE: ..,siMEN( Of JUSTICE 
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SEP ^1929 
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mroRAKDUM FOR THE DIRECTOR'. 



-V 

:n 




This is to advise you that on June 12th 
Bureau File Noi 62~23285, sections 1 and 2, pertaining 
to the case of F. W. GRIFFITH and F. E. BONNER of the 
Federal Power Conmission was charged ‘to lir. Luhring. 


Today when I went to see Ifrs. Gilbert, 

Mr, Luhring *s secretary, with reference to getting 
a recharge, she informed me that this file had been 
transmitted to the Senate. 


The- above for your information; 
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OTtACS 

^ ^ JToveiiber 7, 1S30, 

' ^ j isro^^AisjM TO AC3ic!EAKT A5so?jST csinux-. t:Doa,, 

NOV 7 1HI0 

In coanodtion Trt% the nao© of tba iaesican ffroaoatlaatic. 

Cosapan^r to. United States* Cops* #I76S0» iJa^ere i»aa Jfowofddd to 
you on) UotoUpr 49 j 1990, Euroau of lawdtisdtion flL© ,6a Elctoira 
0 . tagacMP* .Enreau f0a 'es-SO^# ' ' ' . 

Toaterday, a xdqtest Pas xiadQ of your office for a rcf-alsarGO 
op tPia file and llr* Ccbtt of your Uttlaion doclined to sign this 
ro-Qpaic®^ slip, statitis tPat ho pould prohahly heep this Euroau. 
file for BOToral npnths and that if tha Eureau. of infoatiGatlou 
desired the return of the file, the acme pould he roturncd and a, 
letter ifritton to thd Attorney General .asMns for the filo, 

It hap noBP the praotic© of the Bureau of Inyeaticatlon for 
nhtoral yoar© pot tO' aiion ;ap oifleial, file' to- rcaain fn the pos-r ' 
passion of a i^parttaeptal pif icial far a period of more than £4 
hours plthoUt haying the file ra-eharsedi Thie pioeedure is nop- 
eenary hecaueo of the eurreni natpro of -Bureau f 0es coid the pr6- 
flodure hue heen approved hy the ^partoonti In vlon of the feet 
that a puphor of Bureau tiles have hoeti lost and, in c6»o inotapeos, 
papers fonoYod therefrcca and pot returned te the Bureau, it has he©h 
found necessary to he p^ticuldrly ©oreful in, pafoj^ardins the Bi^an 
papers, which hr© choreed to Bopartcbntal OfficieiSiJ E tha,. ©f cotirc©,t 
perapaally rosponsihi© for f0es time iopaod and every oPdeaver' is 
pade to keep e dose* chock on such official papers# 

Itt vic^of the foregoing, I aih sure that you will .©.pprooiato 
the desirahility of the Bureau*© pr66©iure ip conneetion with the 
hanaiin 3 _ of Bi^pu files-* - Bnleps'lir. Bc^tt is willing, to- cccply 
With the rules and pegtdationa of the .^^eau ragardlng the proper 
protection of ite files, it is rogpuUted that the, file ip gueotioa 
ho returned tp ihe Bi&eau. pt once# 

i- 

Tory tandy yotn’S,- ‘ ’ 
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‘ 4 U 4 ^.-, ^ 

W - . 


Diroctor, 
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J.Ofir^ EDGAR HOOVERjs 
fomECTok. ^ ^ 
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51. gcpartincnt nf gustke 

^nxrnn «f 

^Uitslimston, g. C5. 



November 6^ 1930i 


lyEMORANDUM- FQRVTHB 0IIgCTOR . 
(Attention Mr; Tolson) " 


This is to advise you that- bn-, October 30th, 
the. Bureau Flle ^on RICttAHD WAGiKESy "File No. 62-6938" 
was charged to Assistant .Attorney General ^gg. 

‘ • r, ' ’ I 

- y Todajr, - when a jre-charge was asked for on this 
file, lir.. Scott in I&; Ru^J’s diyisibn, refused^to sign 
re-charge slip, stating that he'’Wpuld probably keep the 
I file for'fiye .or six months, '<^d it...was} noyise coming 
'over to ‘the} Denrike .Buildihg every;.,day for -a re-charge 
on this file. ' 

• ^ . ■'f 

Mr. Scott was„ told. that this was a Bureau of 
Investigation rule, ±.e. getting a re-charge, every 
twenty-fovir hours on a Bureau of Investigation file 
that is charged to a Departmental official.,, Lfri Scott' 
then stated that if Mr. Hoover -wanted the file back, 


iGeneral asking for the file. 

The above for your information; 


N()V-.7 1930 

Respectfully^ 
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JOHN EDGAR HOOVER 
, DIRECTOR 



lU. gxpartment nf fttatirE 

IBwotm: xrf' f nwjegtigatte 

10ksIihtatan,g.OJ. 


November U, 1930 i 


KECEIVED 




MEMORANDUM FOR THE DIRECTCR -. 

i 







Mn>M9IQQnDH Richard G, Vfagnorj 62-6938, i?fliich 

Nuv 1 1 looU PH vras the subject of a recent communioation^ddressed 
to Assistant Attorney General Rugg, Mril^lScott of lici 
Rugg^s office having refused to fill out-a.^e-charge 
slip for the same , was delivered to my office^lihis 
afternoon by messenger. 



. 


2 3/f 


Respectfullyi 






JOHN EDGAR HOOVER 
DIRECTOR 


of |tttsticc 

^wmw Iff SuMBstigHtte 

?lfcItinjg^on,2.(!I. 


v\ 


December 12}^ 


MEM3RJSM3UM FOR THE DIRECTOR. 




Please permit me to, pall your attention 
to my memorandum imder date of June 21, 1930 in 
which X advised you that the Bureau file No. ,62-23285, 
sections one and two pertaining to the-case of F. W. ~ -* 

GRIFFITH and F. S. BONNER of the Federal, Power ^ ‘ 

Commission, was charged to Mp. Luhring, and also 
stating that Mrs. Gilbert, Mr. Luhring’s secretary, 
informed me that this file had been transmitted to '' 

the Senate. 


^SQpj 


I have noted from the papers- pertaining to 
this file a resolution by the Senate Interstate Conmerce 
Committee asking the Attorney General for all papers in 
this case. It is also stated in a newspaper clipping 
that the matter would not be handled imtil December. 
However, to date this file has not been returned to the 
Bureau. 

The above for your information. 


JJtVu Ofi^ 


/lO*' "> ^ 
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Respectfully, 







i^OORDED 


DEC 2 0 1930 


S . ■ "* ■«>«<<» JatSo*' I 

,BtG SO 4 , 


i 




mOEANDUM FOR TOE DIHECITOE: . i a 




Reference is made to the memccandum directed to ycu 
under date of December 12, 1930, by Mr. Seyfarth, relative to 
Bureau file #62-23285 j pertaining to the case of F. W. GSIFFETH 
and F. E» BONNER of the. Federal Power Commission, this file 
having been charged to Mr.* luhring, when he was Assistant At- 
tomey General and was subsequently forwarded to the Secretary ^ 
of the United States Seuatei t; 

£3 

Yesterday morning, I conferred with Mr« Eidg^y of the rji 

Criminal Division concerning this file and he advised me that the 
file has not been received from the Senate and in his opinion no 
action should be taken at this time with a view to effecting the 
return of the file; further, that the matter, he believed, should 
* remain in status quo. 


^V. Qtu, 



' dec 19 isg0 



Respectfully, 

7 

T. F. Baughmai 
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Eoferonce Is nade to -the ideation of a chargor? 
out slip for Bureau; file 62-3S0 which indicated that, 
tho filo was chaigdd to !hr. Boonoy on Juno 28, 1922, 
and t^t a new filo was started in the Bureau on the 
sane case suhsDqiueatly starting with serial jfdj al- 
though threo serials of the file were edntainod in 
tho folder chared out to Kr*. Booneyi 

1-an desirous of haying a coaplote chock made ' 

of all Bureau files dated prior to tho initiation: 
of the present' system of checking charge-outs In 
order that it aay bo ascertained whether any other 
files are ih the possess ion of Departadiital offi- 
cials which should have been retumed to Ihe Bureau*, 

I sat informed by Tdlson that this woaSc can be 
completed by oho ciork in a perio|- of approximatoiy 
one day. 

Please have this check nsade Inmodlately and 
advise m- by meiorandum as to the results thereof., 

Tory truly yours, 

i 

Director. 
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JOHN EDGAR HOOVER 
DIRECTOR 
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March 29, 1933. 



Str. lT»th»n 
Mx. Tolsc».... 
I£j. Sdwards 
Mr. Olo^..... 






MEMORANDUM FOR THE DIRECTOR 


The following is written for your information: 


This morning I received a request for Bureau file 
#49-5319 from Mr. Appel. The file was charged to Mr. Ramsey 
on March 28. I asked Mr, Medler to get the file from lir. 
Ramsey, telling Mr. Ramsey that Mr. Appel needed this parti- 
cvilar file special. Mr. Ramsey informed Mr, Medler that if 
he had the file he did not see it, and made no effort to 
locate It, He also told Mr; Medler to leave the charge slip 
from Mr, Appel for the file on his desk, so when he was 
through with it he woxild send the file to Mr. Appel, I 
immediately telephoned Mr, Appel, telling him what Mr, Ramsey 
had said, Mr. Appel again requested me to make an effort to 
get the file. I then went to Mr. Ramsey's office and found 
that he was out, I asked his stenographer if she had seen 
the file, and she told me that she had it on her desk, and 
that she would’ give it to me in just a moment. The file was 
delivered to me, and I gave, it to Mr. Appel, About five 
minutes later Mr, Ramsey telephoned me, telling me that he 
needed this file again and to return it to himj that he would 
send it back to me when he was through with it. I again saw 
^ Mr. Appel, asking him for the file and telling him what Mr. 
Ramsey had said, Mr. Appel said that he needed the file and 
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CLEGG 

TOLSOH 
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Effective Imme^fttely, r,egues,ts Le psa rtme ntal 
officios for Divisipn^sj^s VTill be passed upon ^ 16^, 
t' V j approved by him, before such files a^e fuiuished. 

\t6 officials of the Department* In -the absence- of Ifr. Quinn, 

these requests should be sent to* !ir.,:o,Tplson for action* 

- 

Very truly yours. 


rector i 







JOHN EDGAR HOOVER 
J DIRECTOR 
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March 15, 1934 
ME?»IORMDUM FOR THE DIRECTOR 


MR. NATHAN 
v-.B. TOLSON™ 
' MR. CLEOQ 

;.:r. coWlby^. 

KR. EDWARDS. 
MR. 6GaN.....„. 

« ».R. QUINN...... 

f nR. LESTER 
*• R. LOCKE.....,, 

MR. RORBR ... 
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This morning Mr. Cowley requested that I confer with 
fJr._ Fisher I of the Criminal Division relative* to certain informa- 
tion in our files regarding Factor’s extradition^ which was 
desired hy the State Department. Mr. Cowley desired that I 
ascertain from Ifc, Fisher just exactly \vhat information was 
desired. * 

Mr. Fisher advised me that Mr. Keenan had seen an 
unsigned memorandiun in the Division’s file on the Factor 
kidnaping case, which contained information regarding a civil 
suit bTOUght against Factor hy people in -England who have been 
swindled by him^ also information indicating that the kidnaping 
was a frame-up by Factor to prevent his being returned to England, 

Mr, Fisher stated that the State Department desired to see this 
unsigned memorandum and that representatives* from *fchat Department 
were coming over at 10 A*;M, j that lie saw no obj ection *tp giving 
them the information, in view of their interest in Factor and. 
the cooperation extended by them in allowing Factor to remain in 
this country until the conclusion of the Factor kidnaping case; 
that he was sure that they would- treat the information conf identially 
and that it was his, Fisher’s, understanding ■that they did not 
desire' it for transmittal to the British authorities, but merely 
to be informed concerning this mtter. Mr. Fisher stated fur*ther 
that the State Department had made inquiry regarding this matter 
some time ago and that he had dismissed the matter, thinking that 
that Department would forget it; however, that they are now 
insistent and Mr. Fisher advised them that they could come over 
-and review the files in an effort to locate the unsigned memorandum, 

I explained to Mr. Fisher the difficulty that we would 
ei^erience in trying to locate *this memorandum in our voluminous 
files in view of the meager information with inliich to identij^ it;, 
hoT/ever, that ^ would immediately begin a se ^ch for it. 

I advised Mr. Cowl^ of tiiis and theii-^dertook-Tr’searcbr'A" 
of the Division files in the Factor kidnaping 
the Factor extradition case (62-25202). 
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At atout 10:30 I, Ir. Fisher called me aad inquired 
concerning % success, and I advised him tha.t I had been unable 
to locate the, unsigned memorandum, but I had not completed iny 
search which would, require some time. 

I then conferred with Mr. Quinn, who suggested that I- 
again contact lit*. Fisher personally, explain to him the difficuliy 
,in' locating the memorandum, and suggest that arrangements be made 
to contact the State Department after the search had been completed. 

I called Mr. Quinn's attention to a memorandum of a 
telephone call from Special Agent in Charge Purvis at Chicago, 
in. which it was stated that rumors were afloat that Factor 
had not been kidnaped, but was using this as a stall to prevent 
his return to England. - l!r. Quinn suggested that this be shorn 
to Mr. Fisher. 

I again contacted %i Fisher, who introduced me to lir. 
Baker of the State Department. I explained to him that it vrould 
require considerable time to complete the search and suggested 
that the division later commuhicate with Mr. B^er. At the same 
time I called his attention tp;\the only unsigned memorandtim 
referring, to ^he angle of a possible frame-up which I had been 
able to find. - Ijir.^Flsher read, t|;is Memorandum to J4r. Baker, who 
advised that this was not. the- infpmation, they Had in mind. I 
then suggested, to Mr; B^er that iif *he could furnish us any 
additional information as tpi what was contained in the unsigned 
memorandum ur ary names ,^that might. -appear therein, it might 
facilitate the sear.ch. - - ; 

, Mr; Baker then ;e^l^‘ned‘ Factor's attorneys in the 
extradition, .proceedings 'had- filed a brief with the State 
Department', in vfliich th4''t alleged that the real motive behind 
England' s Seeking Factor-' s/retur'n was. not- for prosecution on 
the offense yfith- which he was charged, but in order that Factor . 
coxild he made t6.,disclpse,‘’ the whereabouts of the money which he 
had fraudulently obtained; toat the imsigned memorandum might 
be of no value to the' State Department; however, that they merely 
desired to see it in order that they could advise the persons 
interested in it that they had seen it. Mr. Baker stated that 
he would return to Mr. Fisher's office the following day, 

March 16, 1934> at about 10 A.M. While Mr. Baker could furnish 
no additional information as to what was contained in the 
memorandum, he suggested that reference might be made to the 
name of Ovemyer. 


Director 
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After Mr. Baker's departure Fisher stated that he 
had not heard of this prior to that timej however, that it seems 
now that Senator ^opeland, hy reason of his connection with the 
Crime Legislative Committee, had obtained the information from 
?Ar. Keenan that such a memorandum was in the Division's files; 
that he was sure that B,aker desired no other information 
from our files than merely to see this letter or unsigned 
memorandum in order that the State Department could so advise 
those interested (this would indicate that the State Department 
desires to furnish the information: to Senator Copeland) , 

I advised Mr, Fisher that the search would be "continued 
in an effort to locate tfie desired correspondence. 

t ~ " 

Respectfiiily, 



7 ' 


JPHN EDGAR HOOVER- 
^ DIRECTOR 


TNSsCJ 
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P. ^cpjirfjumt of SInsittc 
PJasIjm^fott, (S. 




March 19j 1934» 

MEMORANDUM FOR THE DIRECTOR. 

- - r 


Supplementing my memoranda of March 15, 1934, with 
reference to the unsigned memorandum which vias seen in the 
Factor kidnaping file ly Mr. Keenan and which was desired by 
representatives of the State Department, I advised Mr, Fisher 
on the morning of March 16, 1934, that I had made a thorough 
search of the Factor kidnaping file and the Factor extra- 
dition file without Ipcating the unsigned memorandum and sug- 
gested that ^^r. Fisher call the representatives of the State 
Department in order to save i>hem a trip over to the Department, 
which had been planned for later in the morning. 

Mr. Fisher stated that he would confer with Mr. 

Keenan and advise the State Department that the memorandum could 
not be located. To date I have heard nothing further from Mr, 
Fisher. 


Respectfully, 



T, N. Stapleton. 


s 

g 

a 

Cf 





i 








M r*g-«rd to iks mmorm^ tnm lr« X934» '' - 

:ot iktu^ fas tUm of ilio MTiaioa. M tim Ttxior emtt., I ' 

iMtai to taKo IMs to tlie '«ett 06 ^ Uriels wm ialce& |#.'tyis ^ io 

flliMi'ot tkLs to l>e imhIo idRsilaXl® to iigf ■ of f isda^ mWxmt ■ ■ 

legr •mtlaoxlift'lioii* M ttmim If .t''^ be m esoeptloiii le. t^ia iHittf? Ia 

..ragaztl to ^ Ittomeir Sendai mii ii?^' StsnlK^f A«fi#tfnt to |;tto«of {>sneii*sli - 
1M.» ««■• be* hmn f«itw4 tiiM to tifte iiji yees** j^t', msi. if ay iveolieo-* . 

tloB .feme: .«« oom»etX|rjf JLtMrmy SfoerAi iftaabfll mm ywt* «go «^ 0 Tix«d'' 

m to 'iSe^lae to fnstiffe ll Wl el Oift ItXof to .BnpfrtaastsX officiolf* 'Tmo<m for 
tMA' eoMoit. mns to tte feet 'tbai wmay «f oer fH®« been X@«t| portioee of tt»Mi 
bed b««i feet to tlw datf^iteX' eltiiomt omr t;iio«ioiii»} 'mA iifoneatioo eoitc^iftfiid In oar 
filee mammiS4 coafidaotlfl^ otber' rery sietterf IbM gottes 

oat fOtte jiirei^:i* fiiorefore» ibo' feeftioe idiiQb-tbe ^-rifioa lias alwaye ^ t«k«» al&«e 
that %im bef bwiR the IliwetiaNi'. hoi 'to he 'wwte ^^eaerelly erallsMo, -Ixrt if .tlse ^ 
offleii^ «iil ix^dite iiflMit partifolAr' thiaf he If leoblA^ for^ the 
Aloe fill aefeo -liie lt« f%Lm fed iuN»ffl«lxt ohetta^ infoxwitieK. if In 

fact ia the 'Host afr^eSaly ' »«ii» of ear file# «w p*p»f«Ei's- to be aide aiaiiafele . 

fW tXMSia&tiett. in. belli 'to aiqr' other (tororeiMatBi. 'repreetete^tlvo* la iiae idth 
ti^Oer nmttoTjr ii flU' be teeiKlled that nam y«ii»i *f*.o lieipsai imi« aMH&f by the Mited 
deittf 6@Hsl8i4iefi|r md Ihlf SC-fiidU» fee SireotfMl to wwile'btLe its mr files to 
rf|»*«s«8'hiitioi»8 of' Hist GofodSfice sat i 0 «l|ozti4^i flipearia^ before that OowRiSfiofi* 
@itt«e ttet time :m ham, wwertsiziod tb«t ftf^ of wry ^a^ort-es^' aat 'mm iamtaaee# 
erlf laid' doe«etttf of ffttisithuretle laysttisfUfe' mAi hiftooriLtMtl vflae.haro dlse$>pftrM 
ttcm Otar files* «f oomreej I caaaet 'fay, thet they wter® retofed f ra«' met files 

by T^mamia^ma af 'ika lils^ dlAlina''9omidS8i^ m the attoraejw eis^eerliaf be- 
fore that CteMifsiosy yet ii Is slpdiieaot that -these |Mi|M>ri dlsss^ptssed^ mt& thsi ttMlr 
dlfsp 5 »ewr«»e« esf -dfifMiBsfcl fftar thlt eaosiirfaftiioffl of the files, by: these a«i«id» parti 

■Sossfqa^tiy# ao- .files of iMe ^vlslOft *m ip-, fee emSe g«er»lly $mXUM.ag pat^ 
tieolsrly la the 3cl<!aaidag' tad' other erladsai eases iiarolriaf. tlw ms# :tfee Dirlsio®. ■ 
of ooafldeatial 'luforaiaiSy: for I eoEslte^ tfeet it 1# caar perfcmal raSponsifeillty' to 
prsieot sad sef^sird thiii ©aafideatlal iafessimtioa and' the iRiagrlty of ota?' .flloe* 



ittOftAiK!if 'm lii* 

' . MBU WBW 



,Sf rnngmtf ia esmHiS' itere films are refatsted oOft-ewraiaf miters .sash «s , 

*sy f wrtela te iar lisfc .Inearesom Idtipitioo awi ot*»r gaoeral iBoestigetira mttewiy 
deeitksa' >d21 fee rnma'aipm mnA of Ifeeaie. eases- ■’apea Its osftt- merits* md as 'preticawiay 
oriesed,, ell smoii dsam will fee refwaitd to Hr* Qsiim, mod la feiii mfeesace- ta Mr. Yalam. 
for saMoa. 




loot, 


F'iiL.se se-or.’-'D.M 
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^ 15* 1934 

■ 

iStjOUAllJDOa m COWL® 


Reference ifi made to your oral request of :i:cy 10* 1934 
that I confer with Ur, f'arxiai lit his office coaceralng the acttvitles 
of HeinzuSpankaoebei and exhibit to Mr. Carusi sugary jaenoranffa in 
the Division file 62-^26?6Q relating to. Spaakaoebei. Upon arriving 
at Mr. Carusi ‘s office I pointed out io hia the svaaaiy cenoranda in 
0 I the file, whi^ consists of two sections, after whi<^ he requested ae 

to leave the filo^with bin, which was done. Mr. Carusi asked ae if 
‘ J the file contained inforaaticn other than that concerning Spanknoobel 

- ' end I advised hiss that it did. Ke then asked if there was anythin^ in 

. ^ it other than ^^azi aatters, and X advised hia that the file contained 
general infonsatioa on Nazi and Gomaupist propaganda. 




Yesterday, May 14, 19^4, X contacted Mr. Carusi in Ma 
office for thq purpose of obtaining the file, advising hia that the 
Division, had Occasion to refer, to it^ Mr* Carusi then advised tliat 
the file had been scat to Goagressam XIcCoroack at tl:c Bouse of 
Repreaentatives, who was the head of a cosaittea inquiring into ilazi 
activities, and that ttto file had' not be^ returned. 1 then asked 
Mr. Garhsi if both sections of the file had been sent or parts thereof, 
end he stated that, the entire file had been, scat, and that fc, KopvGr 
knew ‘about it* i^ot being familiar with the arraageaento, if any, which 
had been aade by the Division and Mr, Carusi, I wanted to nake cure that. 
X understood Mr. Camsl and X asked him again if Mr# Hoover knew that 
the file was to be seat outside of the Cepartaent, end be stated that 
Mr* Roover did,, as he had palled ^r,» Hoover and told bin whai, h© 
wanted the file for, to which Mr. hoover had ajcreed. 



After conferring with you, X contacted Congrassaea, MoGoroack 
this aornirig in hi.s office for the purpose of obtaining the file and 
e3q>lained to hto 'i^at the Division file idiich had bean given to Ma by 
Mr# Carusi was on activa file and that the ,livisioa had occasion to 
refer to it and would like its return. I explained to Congressaan 
McCoraaok that there were certain leads in the file which were then 
being investigated by the Division, end that it ^as nebossary to 
furnish other field offices, which did not have copies of the reports 
in the file, the inforaaticn therein in order that they could be fully 
infomed. Congressaan Mc'^oroack advised me that the file had not 
been out of hia possession and that he had not had an opportunity to 


review it thoroughly, particalerly the second section, but that he 
had noted that Ihere was come information therein j#»ieh-would-be-vei^ 
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valliabl6 to bis cowaittee. Hbiprevdf, %at the copiaittee had much 
more injforiaation <?oaceriaing Hazl abtiyities thaa the iSivisidn, 'which 
he explained: was jiecesaarily so in that iha coraittea had made It a 
point to collect this information, tbile ho ihliy realized that the 
oiVisipn hdh been handicapped in that the Nazi matters' did not come 
yfithin its inyesiigatiVe jufisdlctipn. Congressmah NoCorpiack stated 
that he had conferred with the Director in this connection; and 
could appreciate the position pf the JDivision. 

‘ Congrcssaaih KcCofnack turned the I'ile. ovey to me and 
stated that he iirould like to obtain at an eairiy dale, and not later 
than tqhi^t, if practicahie, copies of the reports in, the file, 
which opuld be used by the committee, I then explained to ®on^essman 
Wc^^sraaclc that it would he Impracticable to retuih the Diviaiort file 
to him ii that it yoUld have to. be referred to practical^ eveiy d^. 
however, that it ml^ht he possible to; arrange for copies to be furnished 
hlpl, speh as wa^ dons in, cpnaection with the 5hip|>ihg poe^rd. investigatipni 

Congressman. ^cCprcifi^ ashed jao jest what investigation 
the Division yas making Concerning Nazi activities and related matters, 
and 1 advised him that I. was hot, fully informed^ that ‘Such investiga- 
tions. wore made as reqpested by the Attorhey General,, lloweverj that 
i hnew we were still, mshing active efforts to cadse the apprehension 
Cf Heinz Bpan^oebel*. Congressman lIcGoraack stated that he wad going 
to: confer, with, the Attorney General and the Director tp« apeeiriain, 
whah f®® heing done in' tliis cottnectl^h and that he thohght the committee 
should aubsdt a shnwsary of its; inforhation to the jDivi'si.bh in prder 
that a duplication of work would hot he p^erformed *, ^ 

Respectfully ,> 


a, Stablotott„ 

4 - 
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. MEMQRIUJDtJM FOR MR, HOOVER . 

■ ■' , ' . - MTHWJ. ■ 

' TOL30N , 

V ;■ : SDIARDS ", 

,v \ \ 'V' ■ CLEGG 

■ ' . ■ APPEL' 

• BAUGHMAH 

' '■ . ’ - BILLINGS 

COBTEI 
GOWLEI 
DEADERICK. 
EGAN 


1 . 


GLAVIN 
HAIR 
HARBO 
^ HINGE , 
JOSEPH 
KENNEDy • 
LESTER 
’ LISTERM&N' 
" LOTT . 
LOWDON ’ 
McGffiRAGHI 
■ McKEE 


MTOY. ■ 
QUINN , 
RENNEBERGER 
RICHMOND 
SCHILDER 
SETFARTH 
SMITH 



TRACI • • 
WARNES 
, mail: .CLERK 


Effective imne'diately I desire that noyrequests for inforniation 
(?onteined in the Division's files : and received from^epartmental employees 
;should be honored unless they originate with the Assistant Attorney General - 
in charge of a particular Division or the Acting Assistant Attorney General in. 
charge of that Division in the. absence of the Assistant Attorney General in. 
charge. 








. .* / ^Requests for'^information contained in the Division's files 

‘ made, by ^representatives of the Parole Board should come from' the . Chairman 
or the Acting Chairman of the Parole Boardi, ' ■ x3 ■ / \ ''fj ■ - • C-.,. 

: \ 

- ■ Requests for information from the.Eureau of Prisons will he 

honored only -when made by or through Mr. Bates or Mr. Bennett., , 

In the event any employee of the Department other than those 
' enumerated above requests ' inf ormation concerning the contents of a Division 
file, he should be advised that this information will be furnished, if ' 
available, upon the request of the Chief of. his particular Division-., ' / 


. if.: 

' w 


Very'.liruly yqdrs,. 

fife , Q 0 ’Vk^'€a..» 

hn Edgar Hoover, 
/.Director/^ 

: liEJCOKEBD 
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miORANDDM FOR HR. HOOVER 



COPIES DESTROYED 
^70 JAN 141965 




There is hereby referred to you for 
such action as you deem proper a memorandum 
dated May 15th, from the Criminal Division in 
Which the latter asks for more expeditious 
handling of req.uests for files from your Bu- 
reau. I can readily conceive that if an at- 
torney dr other caller comes In for a confer- 
ence relative to a case, it is essential for 
the attorney who is handling the conference to 
get the file promptly. On the other hand, I 
also realize that, the nature of your files is 
such that it is not desirable to hand them out 
to any attorney in the building for the mere 
asking without a check on the requests. Possibly 

i 

the suggestion of the Criminal DiTiSiDHTthat. it 
will supply you with a 


beookded I 

list of att o r neys-in — i^ 


F.D' n5!p?.A' OF inVEuriGATlON. 

Division who are authorized to" r'|4uest 1935 ..M. 

pertaining to cases handled by the CriminaflAFDivifOFJUSTlCE 


jyiAY 291935 
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sion would help expedite the handling of such 
req.uests. Possibly you might also find it 
desirable to designate more than one person 
to pass on such requests, so that if one happens 
to be in conference, someone else will be avail- 
able, -and instructions might be given to those 
of your 'subordinates who are clothed with such 
authority to pass on them q.uickly, 

I am making, the foregoing tentative sug- 
gestions purely for your consideration. 





Alexander Holtzoff . 



o 
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DEPARTI.JENT OF JUSTICE 
Washington, D'. C. 


Hay 15th., 1935. 


mORANDUM- FOR m. HOLTZOFF 

With reference to our recent conversation concerning the furnishing 
of Bureau of Investigation reports to this Division in cases under our 
supervision and the furnishing of dismissal letters to the Bureau in- 
cases in which the Bureau has original investigative jurisdiction, I 
desire to bring to your attention another matter which I believe is deserv- 
ing of consideration. I refer to requests tor Bureau files made by attor- 
neys of this Division. 

In the past we have experienced some difficulty in procuring promptly 
such files. The delay seems to occur in having some responsible Bureau 
official authorize the sending of the file to the attorney in this Division 
who requests iti If such official is engaged in conference, as is frequent- 
ly the case, of course, we may not get the file for some hours, or even days. 

Frequently attorneys and others are referred to this Division by the 
Attorney General’s office or Mr. Stanley's office with respect to cases which 
the Bureau has. investigated. Ih some of such cases the Department files do 
not contain the Bureau reports, or if they do contain some reports, do not 
contain the latest one, or show whether the investigation is finally concluded. 
It is necessary, therefore, for us frequently to draw Bureau files in order 
to transact the public business in this Division v/ith efficiency. 

i am wondering v/hether some system can be devised by which we can pro- 
cure such files quickly. If the Bureau desires, we v/ill be glad to furnish 
a list of attorneys in this Division who are authorized to request such files. 


FRANK M. PARRISH, 

Special Assistant to- the Attorney General. 
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DIRECTOR 
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MKiORANDTIM FOR THE DIRECTOR 


With reference to your recent imui^ con^^ 
cerning the number of B^eau f^es sent to Q3epartmen||l_ 
officials, y ou are advised that eightr B^eau f tter^ 
sent to the Department , principally to xKe Crimiml I 
Division during the period of from July 6 to July 


Respectfully, 



E. A. Tamm 






itai OentrAl Bank iavi8tig»ticm develuiadt. 



Hi^« Smaay of ^ Crlaicud Dlirialon imti c»Med for «H fUfie in , 
Goijnection «dtb this inrootigntioiu 7£io files httm tmtt pevimeA hy Mr* 
fsnniAl'Ion end wyself 'tiefore being sent to Mr« HAsiBegr, but It souXil apjWOF.. 
to m that it is a na#te of tiJM' to »cad copies of reports oa iowstliia-. ;, 
tlons to tb« CrlxinBl Division^ SS^ce n^tnertr e. cftse ceeies tip It i». 
neeeBsary to aimd t&e entire file to the Orisjiqal Ditislon* I think as»e 
arran>ae»t 8bonl<i b» lorkod out ifiiereby wi eitljitr send ell reports to 
the Crielnnl Mvliloa *t mm tiae* or that they take better pare of tase ; 
reports sent thee* so that it mm*t be necessary for thb Bureau file to 
be Mat 'te the Beparttmt*. 


Just the other day, Mr* ''Seasey. called for , the ■ files m the Bark 
Savings Bank case* This 4iaat a review i» this Bivisies of approximately 
1| or £ hours, of the files before they coold be seat to Hr» Baueey, sad 
as you know la both of ttie cases eeatloned herein, ooploa of all Investl* 
gative reporta Tmv» beim .fo^nrarded to the Criminal l>ivlslan'i[dj.en they 
were received, in 'this Bureau* ■ ^ ^ 


^apectfully]) 







'. . , j,' S» keen* 









n&r 23^ 1935. 

w' 

KSIOlUliKSI rOl tiPEClAli JtSCtCTf^ 
To.tns AWo:;j32 gt^:::^ t::,*?26sr 



Hefc3“«ssc3t, io »i5a to yo'x? peaarcu&ia 5G,tod Msy 1% 1935 f- 
»dLRt$.to to recjassts’ Fc4ec«l Iktr^sa of Icysotigatioii frsm 

the) Criolasl Mvisioa of tha popextesht for tiXos ticijitolaed to thto 
Barcati pertototo:: to atoxcat. cscaa. 



For yaar iafornttica 3t cca, ptote that too pera vaortioa hal 
hcea; ratoed b uuaher of ttofia to years pact ciul ca each occacios, 
ter careful cocsto&rattoai the Beycrtoeat hto cosslotcatly held thak 
the files of too Federal torcaa of IcKstiCvtica should to aaiatotoed 
by tha Eurcaa tod .should aot be icra^ to ler^tsoatol ettoroeya* Of 
cOaraoj toe files of too torcaa too at all tires »ah|ect to call -ty 
too Attorccy Oencrat or iho Icoistot to too Attorney General* too 
reacoa that too Abovoracattosed policy has bcea .ccaricteatly followed, 
by too fiopartrsat I believe hra been duo to too feet that copies of 
report^ aade by %catA Of tho foroc3i| toich too forrard_sd to . 
too Ifashtostor hesdtototers of' too faroau, ero stot to too interchtfid’ 
fcytotacatil officirl,< cal should ia duo tlco roach too Beptotosatt^ 
files > aad for that reap to. too Bepartocatal filop should, if tosy too 
palntolaedi ctotaisi tot orso ioformtlto cp io to too filto . 

?.. e _ Eoreto of tottotigatito, 1 -rcallre that thoro havs 

iastoascs -cited tooro. too Bepartatotal filcft ■bto® bo<to 
, bot this hca iiot been 'W fault, of too Etur&ett, bat 
too either to failtsrt of tho- Eapartacatal attoracyO to 
for-werd to too 'Bopartototal tiXo rooa too- raporto toito tro ^ 
toca* or to .ta is^roper haadito*. of t&ec.o reports, la too foe- 
tal filo roaa after they are rchclvcd. there. 'As I havo Irdl- 
too .otaadto* orders era, cad theso erdorO cro foUOxod cyoCif- 
that copies of all reports cast bo scat to iatesreatod Eopart- 
fficials.* - ' ; . 

■ it-i»itol?"^-tiv-a toot too Eareaa files bo icsodiately avail- 
cfficiala, bocauso as you knor the cet-Qp of too 
,-,Ear4sa*:3 opeTutiodt calls for a bishly ccatralissd cupervisioa of toe 

‘ M* VCP* ^ - • ■ ■ 

Kf ....... 

. iXlc^ KjHiiy- L 



..Chief CIcr^^<.. 

to 

I Mr 

I Mr..Ea*.- 
-ii*. 








’ , , SJesordaduBi' for ■/ 

aoitaoff*- ; ^ v'v‘ . 

inv»stlgativa':'0’a3S8,/and' tiie' official® ■pf.'the-.Bweau a.t Washiogtbn' 
headquart-er© -are In t50lepb;onle'ftijdi'''ko]iBgraphl0 eotowaicatifcn with ■ • 
field 'off ‘;ceB of ,' the Bta-oau'at 'all.tiaesi and'' nttst .thsTefore- h&ve- 
, ■ ready access ”t<? ths files If ths'se files' ''are 'issued vto Bepiirt- v.-'- 
„ ■ mental ' Bttorneys they . will not - be readily available 'tp the Bureati.v'-,, 

offlciale oharga# with the responsibility for the euparviaion of 
'/' these 'investigations*.-; ' , v 


. I- recall ’quite' distinctly 'aany'.in-atanceSj, . some year® 
ago, when Bureau filsB were, Issued to De^rtaental attorney* | that : 
they would b« transfefredfro^ qh® attorney 'to tbs other, or routed , 
.through' the flvisioha of 'tbs- Dapartaent, ad;tHat it -would take 
times days, and In fact, weeks, to locate the 'file*' Haantime,' the 
Bureau did not have available the information it needed for proper 
supervision of it* cases* vfhere have been other. instances where v 
Bureau file* .have been isstied -to' 'Departmental- officials and have'- 
been lost by '^spartmea^l Pfioial*, ,'or have been transf erred to - 
.otbar agencioa of the gbvwnment, .and it to.ok us months to find ■ 
some of those files. It -Was after some of 'these ejcperiences that 
the very definite policy- was establlihed of not Issuing Bxireau files 
to. Departmental attorneys. • 

'there would 'appear Wbe''m' reason- why 'Depa'rtaSntal- of- 
, ficiels,. should not rely upon the filee of the Department, which . sh-ould 
he complete in all eases, rather than expect to call for the Bureau*© 
files,' - It would 'seriously interfere with the opera tlons of -this , • - ■ 

■ Bureau were .this policy, to be changed' and -were Bureau fi.les to be-' ''• 
issued to all attomeyg' in the Department calling for ease, '. 

. I aa roturniag-to -you herewith the ®e«orandua- addressed' ’ 
to you In .thie connestioB on iay l5 by Sir*' Frank M. Parrish, Special '• 
Assistant to the A ttpraey. General 

Very truly yours, ^ , I.;..'. 

: ’. "v '• ' . ' ' ^dhn' Edgar 'Booyer, .L',--/.!'. ' 

'.' ' - ■ '. .'Dirootor, ; '' -/.'b-,. . 

,2nelosur* #66737V^■■■’ ^ ^ 
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DEPARTMENT OF JUSTICE 
WASHINGTON, D. C. 


my 84, 1936 


^ ~ ^MEIffiRANDUM TOR MR. HOOVER 
DIRECTOR, BOREAD OF INVESTIGATION 


■Effectiye April 1, 1936, . 
of OMo, was appointed to assist Mr 
vrork pertaining to Ms desk. 


Mr. BangUman 

y Mr. Clegg.,..,. 

'rix. Coffey.......,,, 

Mr. nswsey 

■ 1 Mr. Fojtworth,..,., 
I Mr. GIa>ia 
Mr.Harbe. 


Mr. Saae^ii 
Mr. £e$ter. 


air. Nichols 


air. Quinn,..., 
Mr, SchUacr.. 
! Mr. Tamm . 
Mr. Tra<gi'...„ 
aiiss Gandy,„ 



with all the 


That fact makes it just as necessary and* im- 
portant for^^Judge Helter, as for Mr. Ramsey, to have ac- 
cess to the^fllas ofJj]ie«,Bureau-of^Inv^^ relat- 

ing to such cases. I will appreciate it if you will ar- 
range to have Judge Helter* s requisitions for files 
honored the same as Mr. Ramsey* s. 

Re^ectfully, 





BRIEN MemON, 
Assistant- Attorney General. 




Recorded 

& 
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federal bureau of UIVESTIGATION 
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MEMORAHpDii FOR MR,. TOLSO^. 


Mr. John HiH, cormected with the Chief Clerk's 
office' of the Bepartment, colled yesterday end stated that he had 
^ hoeh instructed b*/ Mi^» Keenan to. jaoke a thorough inspection of the 
PeDartaentdy. File Rooa . which ho has now been conducting for some 
' days; past. He stated -that the File Rooa was a "horrible mess" and 
he was wondering' whethpr he .covdd take Mr* Donaldson and just have 
hin walk through the Bureau File Roon .in order to give him some 
idea as to the nannor in which the Bureau daihtaihed its flits • and 
records. 

He alSo ijanted to know whether he Could ask Ur. 
Ceyfarth two er three general queptlohs on the proper' aanhcr in which 
files should hp maintainfed. Ur. Hill was advised that there would he 
no dbjectldn to grating his req,uest. Mr. Dbhogan was notified and 
instrpeteSd to, cmiei; with Ur. Scyf arth prior to his. conference with 
Hr* Hill,’ ' 

Respectfully,' 


T. D. Quinn. 





Ll-aai'i 



OBrQISai,.j3i,EPlS (oC- 
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October % 1936. 


MEMORANDUM FOR MR. TOLSON. 




k: 


\!) 


Mr. John Rill of the Departaent spoke io me 
today' regarding; the Department File Room and stated that Re would 
like to know if he could tok over a few natters with Mr* Reyfarth- 
and also stated that he would* like, to bring Mr, Donaldson, Chief 
Clerk of the, Department, through to see. .our excellent File Robn. 

He stated that he is conducting an inspection 
pf the Deportment File Room and he believed it would be yeiy helpful 
to call to Mr. Donaldson’s attention the vivid contrast between 
the Bureau and Department File Rooas. 1 suggested that Mr, Hill speak 
with Mr, Quinn* 

In accordance with, the instructions of Mr, Quinn 
i conducted Mr, Hill dnd Mr, Doncldsoii through the Files Section and 
Mr. Donaldson repeatedly remarked tha-t the working conditiona^irer'e 
splendid and that the arrangements and methods pf handling the work « 

were extraordinarily efficient* Mr* HlH on numerous occasions. ^ 

during -toe trip through the Files ’Soctibh called the attention of Mr* « 

Donaldson to the fact that there was a place for everything and 
everything was in its place and he particularly .called his attention 
to the fact that there were no papers on -the floor or ori top of the j 

file cabinets* 5 

■*? 

At the conclusion of the tour Mr. Ronaldson expressed 
his appreeiatton. Eribr to this tour* with Mr.. Donaldson Mr. ^ Hill talked 
with Mr,. Seyfarth and asked his opinion on various methods ef filing 
and handling matprial, Mr. Soyf abth stated that this was of a general 
nature and pertained principally to our methods of handlihg abstracts and 
the filing of material in comparison with the methods used by the 
Department. 


u»i+h ^ understand that thebe has been considerable dis- 
satisfaction inrthe Department File Room and, that Mr. JCeenan has ordered 
an inspection of the Department File Room. 

i 

Respectfully, 






T, J. Donegan*, 



August 1, 1936. 


'ORDED (0 6 "" 1 f ^ X 

' amORfilOT K)R ASSISIpT ATiOpEX 


Pursuant to. tlie rotsueft coatoitted' in your aeao-^ 
randua of: July 24> 1936> tho Bureau, isill .afford to Judge 
Marvin fi* E^t©r»f ufcio, has b^eu ap[polnted to assist Mr* 
Rans'ey of your Division^ th^ saao data concerning ia^ 
vestigaiions conducted by t^a Earoau, wbteb arb ^esently 
aade availabld to Hr* Jtaasoy*? 

Yery truly yours, 


Jpbn .Edgar Eoqver| 
Director* 


.. . , 

_ i&. Eajuictejm- - . . 




Mr. -Jorey 

rj-ywy -i 

•S>. i'"' »>»■ -■'ih,-, 

£.'p, . - . 

r >. -- - 
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JOHN EDGAR HOOVER 
DIRECTOR 
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"’Jfcheral' ^xtreau iif ^n6e2%attmt 
^ - 
> ^cparinteiti of 

October 13, 1936 

Jt ‘ 

tmORAMDUM FOR MR. TOLSON 


■ » ' n '»' ~ - -«6t*>Mwnn 

Mi TS’n'-sj 
5tr» T<^ 

My I’at^iasasi - 
Mr. C’egt..^-—- 
Mr. CalTev _ 

Mr, r awsoy — 

Mr. EgaE„ — -., 

^Sr. Foxwortii 

Mr. GlatfSn — 
Mr. HarSo — 

Mi , Joseph . — 
Mr. lister 

ilr MioSioIs 

Mr. Qulan _ 

Mr. SciuiJer 
Mr, Taasot 
Mr. Tracy , . 

This is to advise that on Jxine 19, 1936, Mr. Holtzoff reqnest*e’d«tfie‘<^ 
Bureau File on John T. Nolan, applicant for restoration of civil right s, -File ' - 

#73-4167. The File was in the possession of Hr. Holtzoff until JviLy 10,- -at _ 
which time it was sent by lir, Holtzoff to ?&. Carusi in the Attorney GeneraTfF"*^ 
office. Mr,. Cariasi had possession of this File, from July 10, until October 6, 
at which time he sent same to the Pardon Attorney’s office. Hr. Cal lahan of 
the Pardon Attorney’ s office who handled this particiiLar matter informed me 
that he was under the impression that he had sent this Btcreau File, together 
with all the Pardon Attorney’s i)apers , to the Vftiite House. Mr. Turner of 
the Pardon Attorney’ s office was very cooperative, ahd was very sorry that the 
Bureau File had apparently been sent to, the White House, and made several tele- 
phone calls to a Mr. Hess of the White House in an endeavor to locate the 
Bureau File. Mr. Hess informed Mr. Turner that he could not locate either the 
Bureau File or. the pardon papers which were sent to the V/hite House and he be- 
lieved that, all the papers, together with the Biireau File, had been sent to 
President Roosevelt’ s, home at Hyde Park, New York. Mr, Turner fvirther informed 
me that after the President had gone over these papers,’ they would be retvirned 
to him ^d no doubt the Hm-eau File would be among these papers, and immediately, 
upon receipt of same, he would notify me. 

I will make periodic calls to Mr. Turner’s office in order to check 
on this Bureau File to see thati ft is returned to the Bureau. 


Respectfully, 





Uy 


CFSxIABE 


November 5, 1936 


MMORANDUM . FOR ■ MR. ■ TOLSON 


t 




This is to advise that at approsdLmateiy 2:30 P.M. today 
I received a telephone call from llr. Turner in the Pardon Attor- 
ney's office. Mr. Turner stated that he ha<^ received a memorandum 
addressed to ^ir. Keenan by l!r. Hoover with reference to the Bureau 
File on John T» Nolan, applicant for restoration of civil fights. 
You will recaliythis was the Bureau File which was sent from the 
Attorney General's office to the 'Par'don Attorney's office, and 
in t\irn by them was forwarded, together- with pardon .papers, to 
the \Vhite House and ai the present time can not' be located. Mr. 
Turner seemed very much up-set and told me/that he thought the 
memorandum should have been addressed to the Pardon Attorney 
rather .than to Mr. Keenan. I, of course, told Mr. Ttn^ner that 
I knew nothing about the memorandum being sent to Ito. Kefenanj 
that all I did was to submit, a memorand\3m advising the Director 
vdLth reference to the loss of .this file. : Mr. Turner then told 
me' that t hey are doing sill they possibly can-in an endeavor to 
l ocate the file;' that he had just called the- \7hite Hovise again 
with reference to same and as soon as it was located he would no- 
tify me. He also stated that Mr. Lyons, the .Pardon Attorney, was 
listening in on our conversation. 
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October Sl6, 1936- 


«S:0HAMD!M FOR (THE ASSISTANT TO TilE ATTORHEX QEl^t., 
UR. irdSEPfl B. KEERAH. 


Under date diC Juno 19» 1936 tRo B^irdcu file 
pertaining to Mr. Joto T. Rolan, applicant for restoration 
of civil righto, file j| 73~4167, nao rc4uested by the Ddpart- 
jtoent, which reJjueat nos conpltod with. 

I xindorstand that this Bureau file nas sent 
to the office of the Pardon Attorney on October 6. end t'hnt 
Ur^ GSU.ahan of the office dP the Pardon Attorney, nho nos 
handiiit^ this case, is under the impression that he forwarded - 
this particular file, together nith the necessary papers, 
to the Rhite House., 

Y 

The Bureau file at ttiis. time con not be loCatOd 
and* I thought you should be advised of this Past inassuch As 
it places the Bureau in. a nost eabarrassing position.. 

It is suggested that appropriate abtipn be ta^en 
by the’ Pardon Attorney’ s office in an effort to locate this 
.file in order that the Sane,, may be rhtnrncd tp the Bureau without 
^rthor delay. 

' Very truly .yours, 


1^* .. K ! 


A< ^ 




’Hf 1 

S ^ .taa/ • “vi - 

awi-u; 


John Edgar Hoover,, 
Director* 
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UcJsorandua for Hr« Tolson 
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n/W36 


Xyoas appeared to resent the Xact that, the Eureea 
coaauaicated i^th the jpep^ttaent concerning: tho loss .of this file* 

He pointed oat to so that iho Pardop^ Attorney filOo wre-not a part 
of the BopartEJoat files at allj that the location of the Pardon 
Attorney* s- office, ,1s just a natter of conveniehee# 

* 

I pointed out to hin that I had not Jtoovai his files were 
separate from the rpgular Dopartnoni files and that lu the future if 
«e if ore ihter^ted in securing, ar^ files frda the Pardon Attorney *s 
office, we Yculd coatact bis* 

1 shall contact Hr* lyonS sithia the no^ fet? days to aacortaia 
whether he has located tho file in fpiestion. 

Hay X suggest that dn the ;future .in ary dealings with the 
Pardon Attornnyts offlco, that ao deal directly with^ilr^ Lyonia rather 
than through one pf tha ^epartaontel officihis* * 

Respectfully.^ 


E* Glavin. 


Addendum: 


Mp-veaber 18, 1926. 


X fias, advised this morning by Mr.. Lyons that the file 
in question, has ^ea Iqcated at the White, House and till be returned 
•to the Bureau wiihiM the next several days, 

WhG 



MimMB.'m -EE 


%. 'isSiij,^ $m «|fl*is»ti©B. I®# sswaa; 

«oua*f 3 tem 


'lnlijfeJ Sr» •ifw ^ ,«u _ ■ '■■' 

iSNite^d# W t%d ^wWKS^siS. it 1 # 'ft<ii^i t®ii%. 

4(#t« <«ifc SQf%*W' fil0 %♦ ' fM» It ■■'..■ 

BpSSiMfl? If \ 

. ■ iet %?b fa. ^ %f».. ,■ '.' 

«hi«l Ife l&itl IIt# fit* «t.t aa «»♦ . , 

:1* ;at s?i»fe«wii ta' 'fht 0tMiwii 




:.‘jait« &ai. la alittgii' of tls» filtf - i»l; lit iwi tdirittd. 

taijl 0 #n^pt!«JS iH-ftiiriiklB :‘iiiifet r^wwt 


</ / A 




















-/'' / .‘'/ _ - ,.. ' ''.-•'< V’' " 

Scrtr^tjer:' 'isse#- ' 


■■' ■■ this' ,,'■: /'■,:■.:•■■;■ 

8«af 'to •'■ \'' )'■/ 

■; Soyfai^h 'in '&' -fekW -tfeilL*;' " ^ 

,■ :flifi'' r®tnme4' to,'t^’ rpm flont'tt0t«tf -Mv., -’' 

: th® • prassnt® ot^&p ^u^6r’''^©nBsd Mn,;,si^«4l^ii';t^t'ii0arnot;'00i^i^ 

, ^ ;■ under tiwj' iaipreision hb'- J)»d: th®-, .SSjuso, with 'ti^ ' ■ ' 

otMr paperi'.. Vj^*, C;<^iahan^ again >oin^ infdimtion^thut '^'.! 

'■ y oporto' .ih' th«‘;,filB which ho'''thoug^> 'OheiuldChy 'ToVioOwd at.'tfe»"lfhit»‘ ■ 

^ . .•‘■'■■v; ]0ouao and- for that reason-, ho- -aoht- :tho /-file, «■',.' .-Mr* , f nmo# adtio»d- Sr.*^Callah?^"-in:'th^ 

- \ .'preseiieo-'Of •!&• 'S-oyfOrth;’that thoyo was,' ,-ao-,- need -of. fohdihg' '^ho ..whole' 'flio-a’ thht 'Mry''. 

-_j'. 'Seyfarth' weald' ronerO -dopiBS of .■&h 0 ,^..rdporta;*;';^*,'CanahOa;-,r#tp©ttdOd','t^^ -■'■ ‘'.y' 

■'did-hot\-thJal!: ,it werth- fehiio'-^ias, t0\thab'''trpuhlVOn$,.TO^ the -, ’l^fd-s«ioa’ 

- : hO-'Wlin^’thO'^fila-,,';; -,'\; ^ -\. --■ .-' ■''' --,-*V--,- 

Mr*- -IhAgan. ’ .that' 'upon-. the ; first -ocicasioa -,'hB- ; oontaoted '■■_■■ -:■ 

.K y.- ■'■•’' fuTOorj Mr»'' Callahan' maio'; the reroark.. in the -f yo'sehoO; of -'Mr,' fa'rner ',that-,:thO'- file- - 
-, ■■ -i»a«,'6f no-- to ^the,-Bujwan-and M.rf 'Callahfh*d\-attitudo--npoa. different 

occasions wlioh- hf-'toatactei, .and''^f*\-|-eyfaith 'hl-so-'nsafi*^- was very „ 

,• .--oareasttn-aad that'- his ^a-ttitnde was, anoh;that-.he'did;aot'o'aro .Wh,othoh,'th»,':filo-'wei3.’ 

found* , '■ v"/v .-'/'v-'.r:-' 

'- '.-i '■■-.•'With refereno#, to’,t.h»-r-fleoQad 8tat03i»at,-ih-ih'*;'Jt^»ffl*-,ieiaefsiato 
..hy the .iJifeotor ,iohl.6h-'ln/#ub»tatto«' s'ay-e-.that_.t.he file oould' hot;. hhtoV been- 
r. .'■ V.' ',''-to .tha i’ard©n-Attdrn^,^a'h-f-fioe..on'<^ohsr'.'-6i.l9S-fj-^^ -file ’.was .seat 

'■■' ■ -.to the White '.^ns#- oa'^inittst .I^Wliev©', thore- is ./sow •■Mistake 'wgardiag 

• those detoS although -the ' of 'cpurad,.' -has rao.'.doftoitO'- Inf owsatio 
-. when tho,'pard,oa filo-.-wat'esat .'to the,Whl'te-i5^ '-tntc'^i»--ri’ 0 w of/^'th®- 'Statenent.i'.-y''''-'.-,'- 
-laade : to lhr*,ltig,«n JSr*'-'S'^f4rfeh'*^l:;-,do.'a©t'1i«>ll«w ■ 

- .-' quostioa -as to ' the' -approxiisiate "date that- ■■the ■■■file .was,'- .forwurdod :--f roia/Sr* '.,-Carnsl ’s- 
■ offioe'to th# Pardon. -AttoiWi<^U' offioeV',,- 1 -' '.','’;'.i-.. -t':' 

,'/• '- ‘ ■■■ .'-. ' : ■'■';■-' --k oharge-ou-t' slip dated- 'itna®-'19>. 193%--' froa Mr.y|^it.soff.’s'''offi-o«: and .' 

- 1,..-.:.. ^ -,'n ro^ohdrgcHout' silp 'C»iFU'BV.'s'offioo''aro. iuvtlje.poea.esaioh' df 'Mr,*" -Seyfarih. , 


: -.j- - 
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lIovesljGr 12, 1225 


I'SIORimi! j. HCOVr 

mPEQTCE ;CF T^IE FEDI?^ BTTPEAII 0? X?’'rE3TIOM3:CN 


iA,i?.tac!ied plotise fiiia nenoran.d\p f.coni 
the office of Daniel M. 'Lyons, Fardon Attorney, 
in response to a rocLuest that he assist In 
locating the Butc^U file of one XOhn 'f. holan, ~ 
Bureau Ho. 17-^4l6t?f 7 >hich; -presugiably has been 
raisle^d. 


Joseph % Keenan> 

The Assiotant to the Attorney General. 


What about the 2 ptateiments 
marked in attached megioB 
Are tkey correct & if po; hon 
qan Vie explain pur posifipn? 

J.E.H. 

11/12/36 
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COPY 

54-40a»Jolan 






DERARMT OF JUSTICE 
Office of the Pardon Attorney 
Washington . 

Hoveaber 6, I9S6. 


UmORANDM FOR MR. KEEUM, 

■^HE ASSISTANT TO TflE. MTORNEY GENERAL. 


This is inreifenen^^ to the memoranduiii. of Octo.bef 26, 1956, 
to :Foh by the Director ,qf the Federal Bureau of Investigation 
concerning the case of John T. Nolan, applicant for restoration 
of civil rights. Bureau- No. ITt’^S?:. 

The Bureau file was at no tim^ requested by this office ,and I 
am inf qrmaed that there is no record af the Bureau of the file ever 
bqing charged’ to this office. At the time of a previous inquiry about V 
this matter, I an informed that -Mr. Calihan, in an effort to ’Cooperate 
.with the Bureauj, s^gested as a^ossiTbilty that the' Bureau file* might 
have been sent to the White House with the pardon file. This suggestion 
of Mr, Callhan* s was not podpled with: any definite, recollection that 
the Bureau file' had. at any time been received in this office. 

In', a further effort to assist,, "we telephoned the White House and 
were informed that ali papers in thht ?as,e had been sent to Hyde Baric, 
i^ew York/ at the ^President's request. The case is still Under consideration, 
and the papers have, therefore, not been refiurned to the Department. 

The atateitent in the. i^orandum to the effect that the, file was sent 
to the office- of the Pardon Attorney in Octobef .6, 1956^ complicates 
the situation because the pTOion. file Was sent to. the Wlhite House on 
4uguat 21, 1956^ and there would be no apphf ent reason for the Department 
requiring the use of the Bureau file oh October 6‘. 

I feSl. that- the situation,; hov?ever embarrassing to the Bureau, 
does not warrant persistent interrogation of the ’ibcdcutive offices, 
and at present I cannot think of any appropriate action to be taken 
by me in an effort to IfiCate this iHe In the absence of .any record 
-if its transmission to this office. 

Respectfully, 

Daniel M. Lyons, 

Pardon Attorney.- 








GFSiUBE 


novoxaber IS, lOSS 



amoRAKpmr for m, roLsoa 




At Hi4S A*!l« thig aornlRS, ^ tole^hoag call was 
rottolvcd fm*a Mr* Tiaraor of th^ Pwpdoa Attornoy»a offico, 
statins that ho hM jugt xocoivod ai tol^hono call fron the 
\!hitc Eouco, and that ho., was adviced that tho Bureau File 
on John f . L'olan, File iJiwber 7S-<4i67i was attached to Be- 
partaaut papers which had boon scat to the Taito House by tho 
Pardon Attorney* a office# He told «o ho would send tho fllo 
to ae hs soon as he r'oeotved scao fron tho White House* 
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Respectfully, 


C. F* Seyfarth 




1 


I 

/: 




■Ecr 






CT:EC 


November 23, 1Q36. 


MMORiiNDp TOR MR. JOSEPH B. KEE51AN, 


Reference is made-.td your memorandtm dated November 
JLE”, 1936, with which you forwarded a memorandum from Mr» Daniel "M*- 
Lyons, Dardon Attorney, .dated Noyember 6, 1936, ‘^;ih respect fo the 
file of the Federal Bureau; of Investigation covering Jolm T. Npian, 

Applicant for Restoration of Civil Rights, Bureau file ^^73-4167, 

Please be advised that the Bureau received infonaalion 
from Mr. Turner* of the Pardon, Attorney's office on November IS-, J1936, 
to the effect that this file, was attached- to Department' papers which had been ' 
sent to the y/hite Rouse hy the Pardon Attorney's office. It appears 'that j 
this file was charged put to Judge Roltboff by the Federal Bureau pf Invest^ 
igation. on June 19, 1936^ that it was transferred tp Ur* Garusi's office 6n 
.July 10, 1956,, and forwarded by Mr. Carusi's Office 'to the Pardon Attorney(s 
office , 

Very truly yours. 


John Edgar Rooyer, 
director. 


0hm m 7 d - ^ // 
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OHN EDGAR HOOVER 

DIRECTOR 
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P- Peparlmcni of justice 
Plasljm^ion, GI. 

TJD;MBE Janmry 21, 1957 


' mORAMDUM TOR MR. TQLSOH 
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Reference is made to the memorandrrni prepared by 
C. G. Carr, Assistant Chief of the File Section, on January IS, 
1957, for Mr. Quinn, stating that Mr. Ramsey coxild not recall 
location of a file charged out to him, and diiring the conver- 
sation criticised the policies of the Bureau on the furnishing 
of information. 


I wish to advise that the particular file Mr. Carr- 
v/as endeavoring to locate, v/hich was entitled Patrick 0* Connor j 
National Bankrtptcy Act (49-E414), was subsequently located ih' 1 , . 

Special Agent Vfarnes* officej)^‘’wno is Supervisor of bankruptcy ^ 

cases. This had been forwarded by Mr. Ramsey to Mr. Warnes, 
although Mr. f^msey could not recall the fact that he had for- 
vfarded this file at the time Mr. Carr talked with him. Mr. 

Ramsey had forwarded this file to Mr. Warnes by routing slip. 


r 


I 
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Hr. Ramsey has also been repeatedly contacted in order 
to locate the file on Ennis Smiddy, With Aliases, Et Al, First 
National Bank, St. Jo, Texasj Bank Robbery (91-99) 'which- was 
charged to Mr. Ramsey on December 29, 1956. Mr. Ramsey stated 
that he could not recall where he had forwarded this file. It 
has been subsequently learned that this file vms sent to a Mr . 
McGuire of the Criminal Division, and it is being returned to 
-the Bureau. ^ , ■ J 





Respectfully, 




7 


JpHN EDGAR. HOOVER 

.. * DIRECTOR 





^UtWxt of ^ttftEol^attOlT 

P, PcparilUEiti of 3(u»ltcc 

^a0l|in3toit, p* €. 

January 15,1937. 


CONFIDENTIAL 


MaiORANDUM FOR MR. QUINN 



I contacted }&c, Ramsey*, of the Department, on 
January 14,1937 with regard .to a bankruptcy file that 
had been, charged to him since December 31,1936. 

Sinpe he no longer had the file, and evidently 
had sent it elsewhere, I endeavoured to ' have him recall 
where he had sent the file and the subject matter thereof. 

During my .dinversation with Mr. R^sey, he made' 
the statement that **The Department is not like the Bxireau, 
that the Bureau doesn’t* give information to any one except 
the press and this is done very frequently”. 

I do not’ know what prompted this statement, except 
the fact that I had asked him to try to recall where he 
had sent our file. 


Respectfully, 

A 

C. G.^Carr,. 






JOHN EDGAR HOOVER 
DIRECTOR 


TJD;I.IBE 


(p o 

»f ^tt6estt£atw« 

^eparftitcnt of Sfuslicc 
^asliitgton, C5. 

Jantiary 14f 1957 
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MEtilORAMDUM FOR MR. TOLSON 


Re; ^Eiles requested by the Department. 


There is . set forth ibelow^a list of ' the files reqiiested by 
the Department from December 28', 1936,Hb^ lanmry 1'2, 1957. There is 
also set forth *the’> name* of the 'official in the Department requesting 
these files. ‘ i ' 


FILE NUliBER 


91-99 


29-6972 


49-6575 

A 


49-2414 

49—7 219 
(Sec. 1) 


91-178 



COPIES DESTEOYED 
^70 JAN 14 1965 


SUBJECT 

Ennis Smiddy,WA,Etal, 
First Nat«l Bank, St. 

Jo, Texas - Bank Robbery - 

Murray. Ginnes, Trust 
Officer j Allegheny 
Trust Co.,Pittsbtirgh, 

Pa. - Federal Res^erve Act 

Star Silk Dyeing Co., 
Inc., Henry Nazzaro, 
Pres., etal - Nat*l 
Bankruptcy Act 

Patrick W. O’Connor, 

Hat’l Bankruptcy Act 

Samuel Ross Morgan,- 
Etal - Hat‘l Bank- 
ri 5 )tcy Act 


OFFICIAL 
Mr. Ramsey 


Floyd Hamirfon,' Etal, 
First Nat’l Bank of 
Handley, Texas - Bank 
Robbery 

Saraiiel Ross Morgan, 
Etal - Nat’l Bank- 
ruptcy Act 


Mr. Ramsey 
Mr. Ramsey 


DATE 

12/28/56 


I,!r. Ramsey 12/29/56 


Mr. Helter 12/50/56 



12/50/36 

12/50/56 

1/2/57 


Mr. Ramsey 
SEOOR'DED 


Mr. Ramsey MAEl/^'Ji937 




Cp cP 

■» 
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Memo Hr. Tolsqn 




FILE NUMBER 

SUBJECT 

OFFICIAL 

DATE 

47-11848 

James H. Watson, 
Impersoriatioii 

Mr. McGuije 

4 

1/S/S7 

77-7631 

John Biggs, Jr. 
De;i^rtment^ Applicant 

Mr;. Collins 

1/5/57 

49-7241 

Ed. B. Hill, Etal ^ 
Nat’»l Bankrt^)tcy Act 

■Silr. Ramsey 

1/6/57 

29-6980 

Lynn R. Craig, Pres., 
Citizens State Bank, 
Palmyra, Ind. r Nat*l 
Bank Act 

Mr. Helter 

1/6/57 

49-7561 

Henry B. .Springman, 
Etai - Nat ‘I Bank- 
ruptcy Act 

Mr; Ramsey 

1/7/37 

29-6096 

jameS'R. Boyd, Jr., 
•Bookkeeper, 'First Nat M 
Bank of Vfayne s vOl e , N . C . 
Nat'l Bank Act 

Mr. Ramsey 

1/5/57 

i 

29-6925. 

W. Lewis, -Teller j 

Etalj Terre Haute First 
Nat‘l Bank, Terre Haute, Ind 
Nat'l Bank Act, 

Mr. Ramsey- 

• 

1/10/37 



Respectfully,- 
' T . J. Dpnegan 








P. Psji^riteut 0 f 2(uati« 

^asljmgion, p* <3- 

April 2,1957 

MEJORMDTOl FOR MR. TOLSON 
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There is submitted below a list of Bureau filen f^bercrpti m it. to^^fie^"®^“‘ 
Department Officials during the. month of Marcjh, 1937, and th.eir present slltusV"* 


M? TwarJ 


5-n 


3-11 


DATE 

NUMBER 

OFFICIAL 

TITLE 

Ml 

6 ; SMTUS . 

5-3 

29-3718 

ft 

Ifa“. Turner 

Porter Cooper; J.H.V/ingate, ml 

First National Bank,. Palestine,'^ 
Texas - NATIONAL BANK AND FEDERAL 
RESERVE ACT. 

[ Returned r 

3-4 

29-7038 

Mr,. Heltef 

Louis Jacpbson, First National 
Bank of Jersey. City, N.J. - 
NATIONAL. BANK AND FEDERAL RESERVE 
ACT,. 

Returned. 

3-5 

<ffliQin»/l.R7Q 

*x *j .iStf, 1 

Mr. Helter 

Abe. Bahna* - NATIONAL, BANKRUPTCY 
ACT. 

Returned. 

3-5 

49-7342 

Mr. Helter 

Emmett -D. Davidson - NATIONAL 
BANKRUPTCY ACT ' ' 

Returned. 

3-10 

91-750 

Mr.. Helter 

Martin Prisament, Commercial 
Bank-,. .Crawford, Ga. r: BANK 
ROBBERY 

Returned. 

3-lQ 

49-7411 

Mr. Ramsey 

Cost os G. Mourikas - NATIONAL 
- BANKRUPTCY ACT. 

Returned. 

3-11 

91-99 

Mr.. Barry- 

Enriis'.Smiddy, First National 
Bank, St. Jo, Texas - BANK 
ROBBERY 

Returned. 

3-11 

29-6402 

Mr. Helter 

Francis Xavier May,. Georgia 

Jtoilf oad Bank, Augusta, Ga. 

NATIONAL. BANK AND-FEDERAjE, 

. <•- ■ .»✓ ' ^ _ 

Returned. 


, GOMES DESTROYED 

'A 70 JAN 14 196.5 




Yalley Mills, Inc.„ C.. ?/. Smith, 
Pres., - NATIOMB BANKRUPTCY ACT. 


Returns^.; 


I k'i 


William Kraf J>, First National 
B^k & frusi, Freeport,' NvI.* 
NATIONAL BANK AND'TTOEIfflnffflmVE 
ACT. . 1 4^4?^ 
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MEiO FOR TOLSON 
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4-2-37 

DATE NUMBER 

OFFICIAL 


TITLE 

STATUS 


3-11 

62-53522 

Mr. Yates 

George W. Jeffords j Invest, 
re personal papers and passport 
fdlSCELLANEOUS 

Returned. 

3-12 

29-6231 

Mr. Ramsey 

James Irvine; Cleveland Trust Co. 
Cleveland, Ohio - NATIONAL BANK 
AND FEDERAL RESERVE ACT. 

Returned. 

3-12 

29-6380 

Mr. Belter 

Boward J. Benson; Commercial 
National Bank, Bradford, Pa. - 
NATIONAL BANK AND FEDERAL RESERVE 
ACT. 

Returned. 

3-15 

29-5615 

Mr. Ramsey 

Ethel M. Buddenhager Smith; 
Commercial Trust Co. of N.J., 
Jersey City, N.J. - NATIONAL 
BANK AND FEDERAL RESERVE ACT. 

Returned. 

3-16 

91-609. 

Mr. Belter 

Charles Arthur Simmons; Unknown 
Subjects; Brill State .Bank, Brill, 
Wise., - BANK ROBBERY 

Returned. 

3-16 

29-7117 

Mr. Ramsey 

William Edgar S^p, w.a,; County 
Trust Co., of Maryland, Upper 
Marlboro, Md. - NATIONAL BANK AND 
FEDERAL RESERVE ACT. 

Returned. 

5-16 

29-867 

Mr. Ramsey 

William McDowell; -E. R. Brians 
NATIONAL BANK ACT. 

Returned. 

3-16 

29-412 

Mr. Ramsey 

Bugh M. Gage; -NATIONAL BANK ACT 

Returned. 

3-18 

29-374 

Mr. Ramsey 

Edvfard F. Lewis ; -NATIONAL BANK ACT. 

Returned 

3-18 

29-400 

Mr. Ramsey 

John F. Mann; -NATIONAL BANK ACT 

Returned. 

3-22 

49-7575 

Mr. Belter 

Irving Levine; Frankie G. Skinner; - 
NATIONAL BANKRUPTCY ACT. 

Returned. 

3-22 

29-7121 

Mr. Ramsey 

Quentin John Hunger; Union 
National Bank, Rochester, Minn. - 
NATIONAL BANK AND J;EDERAL RESERVE 
ACT. 

Returned. 

3-23 

91-789 

fir. Belter 

Alfred Sandoval; First National 

Returned. 


Bank, Glendale, Calif. - BANK 
ROBBEKC. 



o 
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4-2-57 


MEilO U'OR ilR. TOLSON 


DATE 

NUMBER 

OFFICIAL 

TITLE 

STATUS 

3-23 

73-5341 

Mr- Barry 

David Trotsky - PAROLE 
VIOLATOR 

Returned 

3-24 

70-5284 

Mr. Helter 

Mexy Belille Potak - 
CRBIE ON GOVERNMENT 
RESERVATION. 

Returned 

3-24 

29-7163 

Mr. Ramsey 

Elmer Kelsenj Federal 
Intermediate Credit Bank, 
Omaha, Nebr . - NATIONAL BANK 
AND FEDERAL RESERVE ACT. 

Out 

3—24 

29-6826 

Mr. Ramsey 

Gilbert E. Woods, et al; Citizens 
Savings Bank & Trust Co., St. 
Johnsbury, Vt. - NATIONAL BANK 
AND FEDERAL RESERVE ACT . 

Out 

3-24 

15-3113 

Mr. Bodson 

George Dezenzaj THEFT iHOM 
INTERSTATE SHIPMENT 

Returned 

3-24 

29-5007 

Mr. Ramsey 

John Edwin Greer j Bogota National 
Bank, Bogota, N.J.- - NATIONAL BANK 
AND FEDERAL RESERVE ACT. 

Returned 

3-25 

49-6860 

Mr. Rams^ 

Samuel Farb - NATLONAL BANKRUPTCY 
ACT. 

Returned 

3-30 

* 91-660 

Mr. Helter 

Chester VYilliam Clark^ East Santa 
Cruz Branch 177, Bank of America, 
Santa Cruz, Calif. - BANK ROBBMY 

* 

3-30 

^ 49-5908 

Mr. Ramsey 

May Sue Low - NATIONAL BANKRUPTCY AGT_ 

3-31 

29-7091 

Mr, Helter 

Russell 'B. Bastainj Fidelity Out. 

Philadelphia Trust Co., Philadelphia, 


pa. - NATIONAL BANK AND FEDERAL 
RESERVE ACT. 


Respectfully, 


0. H. Patterson. 


* In Mr. Tamm's Office on 3-51-37 







JI2JIIC3 


AprU 5, 1957^ 


FOR ASSISTA!?? ATTOFiE? GEtlErrM. iTtflAHON 


You will recall that, on Joly 1, 19S3, I inaugurated a policy ' 
of forwarding ta you a copy of eadi investigative report prepared, in 
4 all crininal cases in i^ich a copy of tho report wad indicated for the 
United States ^Attorney or contained inforaatioa of intferest to the 
^ prosecution of the case, I ;felt that in trancaitting copies 6f re- 
ports to you in this Banner you would have iEsediatply ayailahle in 
your division conplcte investigative files in cases in which your divi- 
sion Is interested* Despite the fact tha^ this eysten has peen in 
operation for alssost nine sonths, the Dureau still receives daily 
requests froa attorneys in your division, requesting, that .specific 
Bureau files be forwarded to then, ,An examination of these files 
discloses tha^ a coaplete sot of all investigative reports has here- 
tofore been furpished to your division. 

^ It is absolutely essential that there he on file in the 

Bureau at all tiees a coaplete investigative file, becauso Qur super- 
‘ visors in thp Bureau are in constant telep^ipnic and telegraphic con- 

Bunicatioh with field offices concerning the progress of cases. Naturally, 
When files are changed out to other parts of the Departseat, it nakbs. 
it. Inpossible to have ready access to tho Jrocordsi It was for this 
reason that we initiated tho procedure oi^ promptly sending to the 
yCriminal Dii^sion copies of reports as soon as they are received 
/ in the Bureau, thus naldng It possible for; a coapleto sot to bo main- 
^ tained fn the Crininal Eivisica or in the Flies Division of the De— 
„_,,,^partEent* It would, therefore, be appreciated if steps co^d be taken 
that it Will not be necessary for the attorneys pf the Criminal 
\T- pivision to call for the original Bureau files,. In tho past when 
files have been called* f of by Depurtmeatal attpinoys they have, been 
held soaetimes for days and in some ±ttstan.ces it hah Been Impossible 
^or them to be located in the Department when the Bureau hap been in f 
urgent need of them. I am certain you can realize that this creates 
a severe handicap, in handling the work of the Bureau, and since there 
is being sent a coaplete sot of aU reports to,: the Criminal Division, 
it would seem unnecessary therefore for the Bureau file to he requested 

By Departmental officials. ' 
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/ I I/' , Yery tiuly yours, 

/ V y . C 

x1 f.. " i . -■ » V- 
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John Edgar Hoover, 
Director, 


bec^rded ecn ruM) in ^ - ^ / £ - / S' 03 
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DEPARTMENT OF JUSTICE 
WASHINGTON, D.C. 

#rii 13, 1937. 


Vj:, Natjisai > 

; l.!r, Tt’^oo.,. 

, Mr. EBujimsm 
Mr.-CJegg 
?=Se, Cc%y 
Cwa«y 

I, 


iir., 5 or(SpU 
; Mr. X«atcr - 
: tlr. KStlioSs - 
Hr. Q3^an j 
; i-Ir. CcMMcr. 
; 1 ;&. Tasans. 



/. IVaay. 

■ llisa Gendj'. 



-MBiORMDUM EOR TEE DmECTOR, BOREAU OF INVESTIGATION 

I jtave yoltt ramorahdim' of Ap^l 5, 1957, iU TMch you c,all 
,tiott to a policy inaugurated by tbe Bureau of forwa^ing to tbis Div 
vision a copy of each investigative report prepared in criminal’ cases 
in vibich a copy of tbe report ms indicated for the IMited- States Attor- 
ney or contain'ed jtoforimtion of interest to the prosecution of' the case. 
You state thatHt is absolutely essentisd that 'there be oh file in the 
Bureau at all times a complete ihWstigative file,, because, ypui* super- 
visors are in constant telephonic and telegraphic commmication i^th 
field offices cbnce:ming the proi^ess of cases,,;md tha^^ ypien files are 
charged out to other ;parts'of the D it. m^es it impossible to 

have ready access, to the records;.,.,. You .suggest that steps 

be talcen so. that it ..will. not. .be necessary for the .ati^^^ Crim- 

inal Division,, to call, for the original- ‘Bureau*'fil^es. You call att^tidh 
to the' fact that 3n the past .Deparlme^^^ attoiheya bn^o held such file's 
at times for days, and- in. some insj^ances it bas be^^ for t|«ia 

to pe located in" the Department ^vh^ the Btfceau has been in urgent n^d 
of them.: 

...... , 

I appreoiatet the situation .to -sdiich you. ce^ attention, and the 
necessity of the B^eau to have its .files available in the efficient 
dispatch of the -work. 

However, there are certain instances in which the files of the 
feeau are indispensable "to this Division in consid Bring proper steps 
to t^e ,7dth -respect to the prdiseimtion of. criminal cases. I^reiuently. 
requests are received fmm. ifeited States Attorneys in bank, mail, toaud 
or bahl^ptiy cases to disi^ss pending indictments.* In some of these 
^ckses, for one reason of another^ the’compl Bureau reports are not in 
the Department files.. Before we cm inthLligmtly act upon the fe.quest 
of the XIait'ed States Attorneys, we must prqcure%the complete file of the- 
cases, including all investigative reports. This is particularly true 
with reference to cases orlgihating, sevejpa^-^ears^^gos 

In other instances the Buafea^ifileei- 
which are not investigative reporib.and 

the Department file, but ,wMch contain ikformaWtpn..impprt ih.the 
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correct handling or disposal of the cases hy this Division. 

It is also true that in many instances Bureau files are more 
complete and more up to date than the Department files. 

I should appreciate it very much if you will consider 
whether or -not some arrangement, may be worked out by which 
your files cedi:^ be furnished promptly to attorneys of this Division 
vien requested', vdth the agreement that they shall be retiimed 
by the attorney receiving them at the earliest possible moment' 
ly special messenger and in no case shall the file be retained 
more than twentyr four hours, ^thout the attorney of tMs Division 
checking vriLth your records division to determine whether the file 
is needed. - Seyeral attorneys in the Criminal Division inform me 
that - they^f are holding on their desks a number of Important matters 
a^iting-3be receipt of Bureau files jvdiich- have been several times 
requested, because Department files are not complete .and intelli- 
gent action-can not be taken without checking with the Bureau files. 
It is true that most of these matters relate to old cases, ant er 
dating by several years July 1 , 1936 . I apprehend, however, that 
■an- to current cases the heed will more or less :^equently arise to 
inspect the Bureau files. 

Your cooperation in the matter Tdll be Yery much appreciated. 

BRIM McMffiON, ^ 3 - - A 

Assistant Attom^ General . 






With reference to Btireau files teing requested by the Department, 
sometime ago Mr. Foxworth handed me a memorandum dated April 6, 
1937, prepared by Supervisor Brandt and suggested, that at the 
first opportunity I discreetly discuss the matter with either 
or Judg^lter. 


Last Friday I had occasion to ta^ to Judge Helter at some 
length pertaining to the investigation of a bank case, and 
mentioned the fact tliat on occasions when Bureau files had gone 
to the Department it required a considerable period to get them 
back. Jtodge ^Helter stgted that the only reason the Department 
kept requesting B ureau riles was due to the fact that the 
Department files in a large “number of instances are incomplete, 
not due to the fact of our failing to send' reports, but because 
the Department, sets up a new file if the title in any way 
changes. 

I have noticed recently there has been a marked decrease in the 
number of files requested by the Department, 
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• R HOOVER 
ECTOR 


EJB:TD 
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of Inueaifsaftatt 

33tntje2it -States department at STnstiee 

2£tast;f nptan, d. 

April 6, 1937 


MEZJORAHDDM FOR }SR. mm 


I wish to advise that at approximately- 11:50 A.M., Mr, Ramsey, 
of the Criminal Division, again telephoned me relative to securing the 
Bureau's files in connection vdth the investigations which were conducted 
relative to the rohbeay of the Farmers National Bank, Deposit, Ne,w York, 
on August 21, 1935 and the murder on an Indian Reservation of one 
Christina Mary Jureller. 


' In compliance with previous instructions received from you, I 
informed Mr. Rams^ that the files were in the Director’s Office and 
were not available at that time. However, Mr,. Ramsey appeared to be 
quite dissatisfied and stated, that since he had been endeavoring to 
secure these files for the past three or four months he vfas very 
desirous of securing definite information regarding them and he insisted 
that I call him back on the telephone. 




At approximately 5:00 P.M, on the same date, I called Mr, Ramsey’s 
Office and conversed with a yomg lady there, advising her that the files 
were still not available and apparently y/ere in the Director's Office, 

On this same date, I conversed with Hr. Poxworth relative to this matter 
and he informed me that a memorandim over the signature of the Director 
had been forwarded to the Criminal Division, advising that where copies 
of all reports have been furnished to the Criminal Division, the Bureau’ s 
files will not be made available to that Department. I have heard nothing 
further from Mr. Ramsey. 



Respectfully, - 
R. J. Brandt 


EiECX)RDBD 



lgC-,?3 i ■?- ,^6, 




UE^ORAMDOM FOR, AS^ISTAllT ATT0K-:EX 02KSRAL Mc^lAHOa 



^ith reference to yoilr KomoranSua of April 13> 1937 
J>ertainia 3 to *t.hi forsiardihs to attorneys of your Division of 
iavestigativi^ files of tiks Enroauj anl jiith particular reference 
to youj?' statcaciit that s'oao of the DppartEental files, do. .not 
contain copies of all Bureau inveaticative roporto, you arp ' 
advised' that I have issued appropriate instructions so that in 
any case in which you have reason to doubt that copies of .all 
reports have boon f lirni shed to you, an inssodiate check 'wlil .jbp 
made and the, inquiring attomojr of your Division uiii .bo 
furnished ^th copies of sxiy investigative ropox^tp not therbtov 
fore furnished to you. I feel that this pFoepdure- .^11 negative 
the necessity for furnishing to attorneys in your Division the 
Buroau’s investigative files. 1 desire to pdin^. out that all 
inf orfisatio^ obtained in investigations Conducted thp Bureau 
is incorporated^ In report forn, regardless of the fact that 
such inf oraatioh is sbaptires transraltted to. the Bureau by 
letter prior to the. incorporation 6f the ihforaation In, an 
investigative report, 

Very truly yours. 


John Edgar Hoover, 
Director., 





October 18, 1937 







SJD:ED 

A9-7219 


MEHOIIMIDDU FOR MU. TAMM 





Ee* SAMOEL EOSy^fEGAH, ET ALj 
National BEmowptcy Acti 


Mr, Aulfc of tbo Flies Sectiob called the writer »0 atten- 
tion to -tile fact that "Uiis file, Ti?hi,ch is in three sections, had 
boai furnished to Mr* Belter of the Qrininal Dlylsion for the 
use of Dan JTackson, Special Aasistshti to the Attorney General* 

Mr, Ault called the Tiritcr* a attentioh; to the fact that while 
the charge-out slip for Eoltcr hhd. be&a approved by Mr.i Glavin, 
nevertholesa it had not been kpprCved by the writ<»* 

It Is, noted that the file, hkd it been, reviewed by the 
writer,, would not have been furnished, to Heitor in the fona 
in which it w%s sent. As hn exoaplo, '‘it is noted that in a aenO- 
randua dated Jnly 1, 1937 which is. aerial 81, the Director jaade 
sooe coaaentSA It ia also noted that iserial 83 la a personal 
apd confidential letter froa tho .Special Agent in Charge at little 
Rock, and cohtains Infomation which ahduld, not have heeh iurniehed 
to the Dopartaent, ' 

Mr, Ault adyisod ne that when ho discovered this nhttor 
it was called to tho attention of Mr* .fedyfarth, 

- , I ... 

Ri^spectfully, 

\ 

I 

8, if* Draytoni, 


y 
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49-4n.6 


August 20, 1933 


11:30 m 
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KtXOSAHDDU FOR m, FOlKORTH 
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fir;' To Ison, 
itr. >4«th«r: 


dr. Tomm 
itr. CU« ^ 
lie. coff^ ^ 
Mf4 Crowl 
Mr, Dawsey 
Mr. Cftn 
Mr« roxworth 
Mr« Glavfn 
Mr. Hartoo 
iMr.'lostar 
Mr. Mclntira ^ 

Mr#’Klehol« 


Mr, %racy 
M|M ^ 

) 


RSsl??ABCHULA CEHTRAL PHAPUACI, IKO., 

Charlcsr B.lRuthcrford, ot al»; 

NATIONAL mKROPTOX ACT 

Judsa|nelter of tho Bojtartaeni * phoned oo and roC;Uo8ted 
that ho bo ncndltted to uso for a tshilo the Ikureau file in the 
5*' above entitled cane. Ho indicated th*-t the i>opdrtBQnt*s file 
ia. Incooploto; that nuiaorous invosticative rrperta were not re-, 
coired, end iisat a letter directed to the Attorney General tuador 
data of Ceoecccr 3, 1937, by the Pnited States Attorney for tho 
flouthorn district of Florida could not bo located, lie explained 
that a copy cf aaid letter t,cs referred to the Bureau with a 
cover Jtosorendua d^ted January 19, 1933, requesting on exprossion 
of the Director’s views cn the request of the Pnited States at- 
torney to disalss the Indictxsnt returned in this cnco. 

I told Judge Holier I •would be glcd to send liin copies 
of that letter and copies of tho investigative reports which 
have not yet bean, seat to hio. He stated that this would be 
0,K. and that it would, not be necescary for bin to see the Eur 
reau file. 

RespectfuHyi 


H, Tdn Polt 
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^DGAR HOOVER 

DIRECTOR 


VCZtCOH 

Time: 3:45 p,m. 


Q 

iHe&eral cSwreau ai Jnuesttgatinn 
33nite& states 53cpartmettt of 2 f« 0 tico 
SHaalirngtoit, 59. Cl. 

July 18, 1939 


MEMORANDUM FOR MR. TAMM 





— 


ie)^c 


Mr. G, ij{ Barry of -bh^drdon A-b-b<^rney^s Office 


telephoned in connection with his practice of 
requesting Bureau files through Mr. Foxworth, 

I told him ihat hereafter,, such requests should 
be sent. to^Mn. Rosen in poom 5734. 


i, 


Respectfully, 

'lf-C 



7AI. a. mSMER 




U- X3H 


OF l^vE3TI6■AT10^ 




LJM;RV: 

3/31/A2. 


MHMORAKDUM FOR THE ATTORNET GENERAL 

HTr Janes Rowe, Jr. has- furnished ne with thS draft of a 
proposed circular to Division Meads concerning their curtailment 
of the distribution in the Da^rtment of Justice of Federal ‘‘^ureaji, X, 

^ of investigation reports- b£^^%XirJtoental Applicants. I am defin- 

. ^ itely of the opinion that any steps' that'" c6uldT)e’'^ta'ten in accord- 

ance with, the exigencies, of a particular case, to i^estrict the dis- 
trihutioh of these reports v/ould be desirable. 


Xou might consider the .advisability of including^ in a cir- 
cular of this kind .a. broadstatenenb of policy in regard to the 
a-vailability of these reports to. persphs not only within the De~ 
partment of Justice but cenerailyi tC firmly believe that these 
reports, should be available to ho oneoutside of the appropriate 
officials of the DopartraentOf Justice., *his rostriction should 
apply without equivocation to everyone, except of eourse the Presi- 
dent, and 1 do not seq that there can he any middle .ground in this 
sit nation. 



You night also consider the. advisability of including the 
fact that the- ihfornation contained in .a Federal Bureau of ■‘nves- 
tigafcj.on reporb is furnished to the Special .Agent making the in- 
vestigation with, the explicit - 4 nder«standing that .the ddta \fill be 
treated as strictly confidential., and y/hcre this confidence is not 
respected i;t oxtronely embarrassing both to tlic Federal .Bureau 
pf Investigation and to the person who fuhnished the information., 
i’urtherfcore, public knowledge that such a confidence is not respected, 
could result in the failure of persons intCx’viewed to give freely 
full and complete information concerning the applicant. 


Another item thah you might wish to include is a- personal 
one with, the nmployee involved. “*he investigation sometimes develops' 
information concerning an employee ^hlch .could , be a source, of em- 
barrassment to him were fellow employees to learn of it. I refer 
specifically to purely personal information such as youthful indis- I 

cretions, marital difficulties and other iaatters oD a kindred nature. 

A copy of this memorandum is being furnished to .Mr. Rowe. y 
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TOjcim filed IN 4 . / 7 / 





jMr. Tolson 
Mr. B. ,A. Tamm^ 

Mr. Clegg 

Mr. Coffey, 

Mr. Glavin, 

Mr. Ladd 
Mr. Ni( 

Mr, Ros5n_ 

Mr. Tracy 

Mr. Carson_ 

Mr. 'Egan 

Mr. Hendon. 



Mr. Pennington_ 
Mr. Quinn Tamm. 

Mr. Nease 

Miss Gandy 
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There is attached hereto a memorandum for Assistants to 
the Director^^d Assistant Directors reiterating existing rules re- 
garding thsj^^ansfer of files out of„,the_Bjggaau< This, of course, 
has particular reference to th^^transmi ttal of files \Jbg the Dejgar^ 
The last time this regulation was issued officie^y was on March 12, 
193ki ( 66 - 2319 - 18 ). 

In the Records Section no files are ever delivered to the 
Department unless they are handled by Mr. Seyfarth who sees that 
they are cleared through appropriate channels. i)his does .not cover 
requests for files by Binreau supervisors and officials viien we have 
no knoydedge that the files thereafter may be sent out of the Bureau. 
However, iii Supervisors’ training courses as the new supervisors go 
through the Records Section, we try to cover this problem along with 
many others, involving the use and transfer of Bureau files. This 
procedure will be continued. 




Attachments 

FWVr:tmb 


Respectfully, 
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THIS MEMORANDUM IS FOR ADMINISTRATIVE PURPOSES 
BE DESTROYED AFTER ACTION IS TAKEN AND NOT SENT TO FILES 



STANDARD FORM NO. 64 



TO : MR. NICHOIS 


FROM ! R. F. CARTWRIGHT 


SUBJECT; 




Ojfice ^ united got 


There is attached hereto suggested rule for inclusion in iDr! Qutol 
stenographic manuals, .directing that Bureau iiles. are never to be sent 
or delivered to any offices outside thOureSiby secretarial or sten- 
ographic employees except idth the specific appro^l and direction of 
Assistants to the Director or Assistant Directors# 


Ml iVAiW U > 

Kf. L A. ~ 

Ur. 

VL^avli i 
TS* Ladd^ 

Ur. WcholT V 
Ur. Rosen t ___ 

Ur. Trac y il "*~ 

Ur. Carso n ^ **" 

Ur. E m 
Ur. Otcrne a 
Ur. Henco n 

Uf. Pennimto n . 7 ““ 
Ur. Qulm Ta g - . 
Tele. Rooa « 


Attachment: 


RFC:jp 


Approved by the Executive Conference on 10 / 3 l/ 46 j consisting 
of Messrs. '^fol'sonj Roserij Ladd, McGuire, Callahan, E.A. Tam, 
Morgan, Harbo, Tracy and Hendon. / , 
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^OOHt,^n COPY FXLED xjy 
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October 30, 1946 


PROPOSED CHANGE IN 
STENOGRAPHERS’ MANUAL 


BUREAU FILES 

Bureau files are never to be sent or delivered to 
anyone except Bureau employees. Secretarial personnel and 
stenographic employees should never forward Bureau files to 
any offices outside the Bureau except with the specific ap- 
proval and direction of either the Assistants to the Director 
or of Assistant Directors. There is to be no exception to 
this rule* 
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(1) the SUGGESTION: 7^ "7 3^- 

That employees of the; Director's Office who call 
J^ja fbr th^ purpose , of aecurihg hackgfbtmd haforaaaalion regarding 
'^writers' of iac6m|h*g*icttfetb‘pea«e ^eir present practice of sending^ 
h.ac|;,to,tl^J^e::SectiOa.at-lhe_^j^^ day and institute the 



to-^e head of the Oo'^espondenfc^lMit 
of Crime Records $ecUdn after having them transferred to him. 

(E) TJHE PRESENT PROCEDURE: 


At the present time, employees of the Director’s 
Office call files on persoi^ corresponding with the Director whose 
incoming correspondence is routed through the Director’s oMce. 
The purpose of tMs is to gain some brief identifying data concerning 
the writer of the letter which is given to the Director with the in- 
coming letter so that he will have, the benefit of it when reading 
incoming letter. Imsdme cases this identifying data is typed on a 
small slip of pink paper and stapled to th<a incoming letter hut it is 
often xemoved from the incoming letter before being received hjr the 
Crime Records Section for &e preparation of a reply. "Vyhen these 
notes are prepared, in most cases, they are very brief and da not 
give sufficient information to assist in the preparation of a reply to 
the letter nor do' they indicate whether all files oh the writer of the 
letter have been checlced. 


The files called by the employees of the Director's 
• Office are held until the evening of the day they are received and are 
then thrown out for return to the File Section^ which is located in the 
identification Building. 

"When the letteh is received by the Crime. Records 
Section, whicb is generally on the foUbwing day, no files accoinpahy 
it and no list of file referencept. is attached. The correspondence 
clerks in the Crime Records Section must then have the imme of the 
correspondent searched through the indices (a duplication of what has 
already been done by the Director's Office) and, when the references 
are secured, caE the FEe Section to have the fEes puEed {another 
dv^licaEon of what has nlready been done by tha Director's Office). 
Almost invariably the File Section advises that the Eles ane charged 
out to the Director's Office, \7hea our clerks attempt to secure ithe 



ENCLOSURE 


4 




■0 


files from tite Director's OfCicGii they are advised, that they have hee« 
returaed to the File Section. It,- ^erefore, becomes necessary to put 
the files on "locate” soVe can secure them in oj^er to prepare a 
reply. 


This causes a duplication of v7oric, a burden on the 
Indices and' File Sections and; a delay in prepar^g replies to letters. 


(3) ADVANTAGES OF SUGGESTION: 

(a) Will e:pedite preparation of replies to letters by 
Crime Kecorfis Action. 

<b} WiE-eliinimtd dupUcation inhavinglndlces searche 
made on the same correspondent.!^ both the Director’s OfBce and the 
Crime Records' Section, 


(c^l. Wilt eliminate duplication in calling the same files 
from the File Section by both the Director's Office and the Crime 
Records Section. 

(d) Wilbel|minate the nefceisily for File S^ection to 
"locate” files returned by Director 's^ Office wMcb have yet been 

filed in the File Section at, the time- they are revested from, that 
Section by Crime Records. Section. 

(4) DISADVANTAtpJS OF THE OTG(^Sl!ION: 

,{a) Will necessitate a l!tfie .m^^ part of 

the.^ eipployees of the Director's. Ofiice but duly tb the extezid # maMng 
a phone -call to the File- Section' and requesting that 'the files be- jtrans*- ^ 
ferred’to the head Of the Correspondence Dnit of the Crime Records 
Action. . 

<b) It Will spmefimes occur that files maybe sent to 
the head of the Correspohdehce Unit of the Crime Records Section on: 
apiece of'correipondehce vrhich is hot to be bandied by:tho Crinie^ 
Records Section.> The file "wiH be* transferred to him on fixe, records 
of the FUe Section,' however, :and will not ^ difficult-to locate. In 
addition, employees of the Director's Office through experience, are 
generally aware of the type. of mall hax^ed, by the* Crime Records 
Section and can send to the Jiead of the Correspondehce* Unitbf the 
Crime Records Fectionthe .Mes whicR pertain only to tbht correspondehce 
wWch they toxow is %e type to be handled by the Crfine. Records. Sectiohi^. 


(S) RECOMMENDATION: 

That this su^estionbe adopted. 





Office ^AsfMfandwn • united states government 


T Olson 
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DATE: 


9/29/54 


FROM 


» . ExecuHves Conference Parsons__ 

‘ -V Rosen ____ 

Taniia'^__^.^ 
Sizoo 

CT: SUGGESTION, NO, 738-54 

MADE BY RECORDS AND COMMUNICATIONS DIVISION 

In acfiordance with SAC Letter ^4-36 ( Q) dated 7/13/54 
requesting the field to submit their views relative to further 
streamlining the Bureau's work, the following was received} ^ 


J’Belfco 


SUBJECT: 

fx 


SUGGESTION, NO, 738-54 

MADE BY RECORDS AND COMMUNICATIONS DIVISION 


SUGGESTION: 


^ 7?a/^ F * 




That ^pl<Y ^^A^(If“'''^e ^xrect.or/ Office ^.w hb^c,all 
_ J:he /puxpos e _of .^cur^^g^ligcjrgr^^ ^ io n- red o rdiha- . 

- write rs of^^coming^l^ters^cease their present practice of sendi.ng 
tAe "f i^ Ji^dck~io^iiKiriEil.e ^S.ejct.id.n-a t^he^e Adr!^ f^Ke^ day and' ^ 

ins^£iA^e the practic.e of s.em.dtng. these/f N/yles. t d 
B)t? th^/Qorresv.ondence 'N nit^f^^^ijiiel^scjojid ^.Secti j )A~ a . fter h av'ing 
^tnim t rg ns fe rre d to him, -yX'- 


PRESENT PRACTICE: 




^ Mployees of the Director 's Off ice cal% files' oh persons 

Z:},,~^cbrresponding with the Director whose incoming, correspondence is^^ 
routed through the Director's Office to gain some identifying 
^ data f. which is given to the Director with the ttJVclmpig letter, 
/’"^Ih some cases this data is typed on a slip of'ffiink paper and 

stapled to the letter., but is often removed befovf,, being received 
by Crime Records Section for preparation of a fCeffily, !0iese notes 
\ are usually very brief and do not give en.ougJ^informgt ion to assist 
^ in preparation of a reply nor do they indicate if all files on 

tf^e. writer of the letter have been checke'd. These f^les are held 

J ntil the ^evening of the day received tCjid are theh;/tiirown out for 
htiirn to •the File Section in the Identificatibn^Building, 

*'Men the letter is received in Cri^^- Records the fol- 
' \y^P^hwing day^ no files accompany it and no lis% of references is 

\ attached, ^ J7ie name of the correspondent must then be searched / 

' through the indices and the files pulled (a duplicati^dn of what 

has already’^been done by the Director 's Office), Since the files^ 
have not usually been returned to the File Section they must be /tr 


have not usually been returned to the Jfiie section they must be / 
placed on liioate. 

ADVAHTABBS! ‘ ' . RFCORDED.-I^/ I ' 

CCT115::4 

(IJ Will expedite prepaT\qjtipn 

Records, (2) Will eliminate dupl i'ca;]^ on^ of ’‘ihhice^ ‘^a rch e^^d 
calling .of the same files by. the*'pireo^OTiA^>^ffice ./and Crime - ,, 


ADVANTAGES: 


7l5IC.Tri 


*^ 2^0 & Mr, 

/37 


Harbo 





0 



Memorandum \o Ur, Toleon 

Records Section, (3) Will eliminate the necessity for the File 
Section to locate files returned by the Director's Office which 
have not been filed at the time they are requested by the Crime 
Records Section, 

DISAbVANTAGES : 

Some additional work will be required of employees 
of the Director 's Off ice , but' only to the extent of making a 
call to the File Section and transferring the files to the head 
of the Correspondence Unit of Crime Records Section, (2) It 
may sometimes occur> that files may be sent to the headfif the 
Correspondence Unit of Crime Records on a piece of correspondence 
not handled by Crime Records; however, since the file will be 
transferredto him on Fj,le Section records^ it should not be hard 
to locate. Employees of the Director's Office are generally 
aware of the type of mail handled by Crime Records and can^ e^nd 
to them the f iles which pertain only to that .correspondence 
handled by .Crime Records, 

OBSERVATIONS : 

Ur,- L, B, Nichols, Records and^ Communications Divisi on^ 
and Ur, F, 0, Holloman, in the Director -s; Office, are in favor 
of^ the suggestion, ' Ur, Holloman suggests, however, that instead 

I of the proposed procedure that once or twice a day the. File 
Section might send someone by to get files and carry ^em to 
the Crime Records Section and recharge them, 

EXECUTIVES ^.CONFERENCE CONSIDERATION : EDU:CS 

The Conference \of 9/27/54, composed of Uessrs, Tolson, 
Mohr; Tamm, Parsons, Sisqo, Henhrich, Belmont, Rosen; Nichols 
and Mason, recommends unanimously favorable only as it applies 
to the Crime- Records- Section, _ • 

. ^ i - 
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TO 


FROM 
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F. W, WAIKART 
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DATBs 9 ’•IS -54 




itJBJECT: 


SECURITY OF TOP SECRET RECORDS 


(yri) 


Toboa. 
Bcardiun 
Nichols ji/1 
Bclwonl « 
llubo 
Mohr 
Psrsofls 
Rosen 
T*mm 
Sizoo 

finicffowd^ 

TeU. Room 

Hollotran 

Gan<ly 


SYNOPSIS: 


Survey of procedures in handling Top Secret and other 
important data in the Records Section reflects some special handling 
but that most of record material which is not classified, although 
it may be extremely important, is processed through regular channels. 
There are certain existing security controls inherent in the system 
such as serializing, abstracting, file charge-outs, recharges, and 
semi-annual file room checks. Additional controls would be adminis- 
jbratively unwieldy, extremely expensive, and their effectiveness 
questionable. We would suggest no change with the possible excep- 
tion of maintaining our file charge-outs. Currently they are kept 
for 24 hours after the file is returned. In order to keep for a ^ 

6 months period (so that persons who had the files can be i dpntifi e.d) 
it would take 4 to 5 employees to ynaintain the approximately one- 
ha^f million charge-out slips that would accumulate, 


Addendum: 9-24-54 FW!f:nle 

Predicated on your suggestion toe have attempted to estimate 
the cost involved in adopting a permanent charge-out for all files, 
which would reflect the date and name of eu-^ry official that reviewed 
a given file. Based on the 4^~ million files that we presently have, 
it is estimated it would cost j 84, 957.50 to have a like number of 
pemapeat charge -gutj^ print eji on stock similar to ~~a f ile o ou e r si z e . 
Additionally, 

of all'Hhe files onvhese caarge-outs . 34“; 


file number 


847 additional 


file cabi nets would be needed plus space to house this large amount 
of ^ax^'-outs and ompui of 443,900,01, To ^osf over 

,a , pillion entries a vear\on these charge-out's would cost approximately'- 
& 145,92, The' total cos^, accordingly, for the first year that perman- 
ent chdrge-outs were adoptp.^ would f be 63. This figure can he 

adjusted anyway the Bureau 'sees fit. For instance, if it is concluded 
that only IfS of the files should have permanent charge-outs', the cost 
would be 1/3 of the J%gure cited — s;51,231,S4, etc. 
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Memorandum to Mr, Nichols 

Re: Security of Top Secret Records 


9 - 15-54 


DETAILS : 

You have requested that we examine our procedures to 
determine if adequate security is being given top secret material 
and to consider the possibility of further restricting and control- 
ling the handling of this material by employees assigned to this 
Secti on . 


BACKGROUND : 

All employees of the Bureau have been considered "cleared’' 
to handle top secret material on a "need to know" basis. From a 
practical working point of vieWj this is highly desirable inasmuch 
as we are able to freely shift personnel to meet changing work loads. 
Nevertheless, certain restrictions have grown up concerning access to 
our files and mail. 


A, Confidential File Room: 


ffe have a Confidential File Room that presently contains 
approximately 300 files. These files contain some top secret material, 
but the files in general are designated for storage in this room 
because of some particular high degree of care that should be afforded 
them. This may be because of importance of an intelligence investiga- 
tion, because there may be some relation between someone mentioned in 
a file and some Bureau employees, obscene matters, and other reasons 
making it desirable to restrict the handling of these files. 


B, 


Files Maintained in Supervi sor 



Office: 


bb 

b7C 


For a number of years in order to limit the chain of evidence 
and coordinate security intelligence gained from communication sources 
and other highly confidential Bureau contacts. Bureau mail pertaining 
to highly confidential technical surveillances and mail pertaining to 
current developments concerning listening devices and microphones has 
been kept in this office in order to restrict handling and di ssemina- 
tion among Bureau employees. Other highly confidential files are 
maintained in the office of Assistant to the Director Boardman. 


EXISTING CONTROLS AND PROCEDURES FOR OTHER RECORDS: 


Files: 

Charge-outs for all files show the date and person to whom 
the file was initially charged. When the file is returned the charge- 
out is presently destroyed after spot-checking for accuracy , This 
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Memorandum to Mr. Michols 

Me: Security of Top Secret Meoorde 


9-15-54 


^involves approximately 10,000 files a day. There are additional 
instructions that call for prompt return of .files. We have a bi- 
monthly accounting (recharge) of files, and a semi-annual check 
for files that are charged out. An additional security exists, 
of course, in our abstracts and serialisation giving us control 
and leads in locating a file and who may have seen it. 

Mail: 

Only a relatively small percentage of our mail is classi- 
fied top secret. Some of it in the normal course of even ts will be 
olaced i n files maintained in the Confidential Room or in 
I ~\ offic8. This, however, does not take care of all mail so 

classified and some top secret mail may find its way into almost 
any of our security classification files. It is pertinent to 
observe that a great deal of Bureau mail at the Seat of Government 
is not classified until disseminated. Accordingly, memoranda and 
other written media, frequently more important than the highest 
classification of ’’Top Secre%" are moving unrestricted through 
many offices and processing functions. To identify and adminis- 
tratively control its handling would be extremely difficult. 

Much of the mail marked top secret and so-called ’’Special 
Handling” mail is received in the Section &?/ | ^ Office 

and limited handling is given it in all processing units. This is 
done to expedite its processing more than to restrict possible circu- 
lation. Because the volume is small this procedure appears to have 
functioned satisfactorily and we feel that there is definite advan- 
tage in not being arbitrary in restricting the individual employees 
who handle it. We have found that our employees are much less curious 
when an enclosure, for example, is not marked obscene, than when it is 
so marked. To a certain extent this applies to marking ’’Confidential, ’’ 
’’Secret,” or ’’Top Secret” mail that is processed throughout the section, 

POSSIBLE ADDITIONAL CONTROLS: 

Files: 

1. It would be theoretically possible to institute a 
complete log system recording the date each top secret file is 
requested, the name of the person requesting it, and the date that 
file was returned. 

3. We could indefinitely maintain charge-outs which would 
with some degree of accuracy record the 'names of persons having 
access to the files. 
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Memorandum to Mr* Nichole 

Re:- Security of Top Secret Recorda 


,^- 25-54 


5 . We could try and tighten our control of persons to 
whom files containing top secret material could be delivered. 

Mail: 

1, We could develop specialists who could perform all 
processing functions and carry the mail through all steps including 
placing it in the file. Presently this type of restriction exists 
on a limited basis except that only one or two persons handle most 
of this mail in each Unit, 

2. We could establi sh a log and receipt system for top 
secret mail prior to serialisation and throughout all processing 
and initialing prior to being placed in file, 

COSTS OF ADDITIONAL SECURITY: 

No accurate cost can be estimated unless a detailed survey 
as to the volume of top secret and other highly classified confiden-' 
tial mail is made. This could not be effectively determined in the 
Records Section until the Bureau required all Divisions and the Field 
to label at source all potential top secret and other classified data. 
To do otherwise would be shortsighted and inconsi stent , 

OBSERVATIONS : 

• In spite of the fact that all Bureau employees are con- 
sidered "cleared" to handle top secret material we already have 
restrictions as to who can routinely have access to certain top* 
secret files and other highly classified mail being processed. On 
the other hand we have no permanent record as to the identity of all 
persons who might have seen a piece of top secret mail or handled it. 
We have no permanent record of the identity of persons who might have 
reviewed and requested a file conb aining top secret material , While 
not attempting to minimise the desirability of a more permanent con- 
trol of files and mail, it is, I believe, readily apparent that such 
controls could be easily circumvented by the simple expedient of 
copying data from the record, 

CONCLUSIONS : 

It is believed that further restrictions on the handling of 
files and mail are impractical and would be extremely expensive con- 
sidering the still questionable results. We can and perhaps should 
arrange to keep our controls (file charge-out and transfer slips) for 
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Memorandum -bo Mr, Nichole 9-15-54 

He: Security of Top Secret Records 


a longer period than 24 hours so that in the event something does 
occur we can identify the employee who handled the files for say a 
period of 6 months. Even this will be a large operation and rather 
expensive , Predicated on the maintenance of an estimated 559^428 
charge-outsj transfer slips and recharges for a six month period, 
it is estimated 4 to 5 employees will be engaged full time in sequen- 
cing and filing and that 15^ four-drawer file cabinets will be needed 
to house the records. If you so instruct, we will institute this pro- 
cedure immediately. 
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Office IS/ieTnofafidum • united states government 


TO 


FROM t 


Mr. l^rbd 


L. B. Nichols 




DATE: J'lly 30, 1954 




.stjBjEcr: STREAMLINING 


Reference is made to SAC Letter Number 54-36 dated July 13, 

1954. Paragraph (Q) captioned "Streamlining" set forth instructions relating 
to the submission of ideas on the more efficient operation of Bureau functions. 
The Director by memorandum dated July 6, 1954, stated each division at the 
Seat of Government should prepare a memorandum complying with the SAC 

Letter. 

Attached arte an original and three copies of documents each of which 
sets forth a suggestidj^n conformity to SAC Letter Number 54-36. 
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To1«oo____ 
Boudmtn^ 
Nichols 
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UNITED STATES GOVERNMENT 



At the present time, we are using high quality material 
for all repair work and replacement of this material will accordingly 
occur infrequently* It is noted that the files are being used more 
now than ever before and they are receiving increased wear since it 
is necessary to transport them between buildings* This problem is 
further complicated by a shortage of space* 


During the war years, it was not possible to obtain 
satisfactory file material and many of the covers placed on files 
during this pe riod are now weari ng out* This problem has been 


discussed with 


and she understands that high 


quality material is, being usea at the present time. 


V 


is a member of the Streamlining Committee 

and her suggestions will be acknowledged aifr the conclusion of this 
program, ' - ' ^ 

WCEsjg 



recorded 

mo3 








October 25 j 1954 


PROPOSED CHANGES IN 

SOG STENOGRAPHERS' MANUAL OF RULES' AND REGULATIONS 


SECTION 6 G 


C, Galling: 

Files mus^ be called in the name of the individual 




should 

call the files in her 

name when the « 


T2 notse^.them. oersonallv* Stenoarabhers 

and clerks who 

call 

files for<SSP^ 

§s should call them in ^ 

their own name 

when 


not rf^sonallv^revzew them»\^ 
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UNITED STATES GOVERNMENT. 


tUBJBCT: 


The Director 


Executives Conference 


REPRODUCTION OF MATERIAL AND 
SECURITY OF FILES 


DATBj 


September 29, 


Present: Mr, Belmont 

Mr, Mason 
Mr. Tamm 
Mr, Holloman 
Mr, Rosen 
Mr, Sisoo 
Mr, Mohr 
Mr, Nichols 




The Conference considered need for increased^security 
in regard to reproduction of material and security 
the Seat of Government and in the Field. 

It is occasioned by recent disclosure of reproduction 
of Bureau 'Communications by autostats and by a need for security 
jof fir^s," 

The following is brief condensation of Conference 
considerations and recommendations , Detailed memoranda I through 
VII are attached^ 

I, PHOTOSTATS : . (Attachment l) 

Rej^uisitions are required; however, identity of material 
j^o testate d 'not clearly defined, 

C(AfERENCE RECOMMENDS: (l) Requisitions identify docu ment i n detail, 

T hat reo ui8.iiion3L int ai ne d for thre e year^ 

rather than '"^e present 60-day peri od. 
















II, REPRODUCTION BY AUTOSTATS : (Attachment II ) 

^ u(a) The}^t.ostat is c^oselp\fil]^ia^^o photostating ^ 

l^d is a qikick method ^f VeprodticHng documents, * n'"- , 

/ m ' • 

T (b) Machines arenas^igned to^ the Laboratory, Reco’rtfs 
I Soct'^or^^tatistical Section^ynh C^ime' Records Section, . (Theilhi 

CO -Aifl* mr^o Jo f- ^ 

cc 
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September 29,. 1954 

justification has- been previously approved). The Conference 
unanimously feels tha-b Autostat for use in inter-Diuision work 
should not require requisition but that notation should be made 
on each original autostated as to the number of copies prepared. 

(c) Conference unanimously agrees ,that should one 
Division desire to use Autostat in another Division that 
requisition be prepared in form of a memorandum approved by the 
Assistant Director, 


I (d) Conference further feels that Sections which 

maintain Autostat machines should keep record of work npt done 
u'or that particular Section, 

c APB on COPIES OF O RICI.VAL M ATERIA L PREPMS D BT STBi/OCRAPHERS ' 
AND TYPISTS : {Attachment TTl) ^ 

t 

/ 

(a) Conference unanimously recommends that s oenographers 
and typists place the number of copies made immediately under the t 
typed initials of the dictator and stenographer. '' , 

; \ 

fb) If additional copies are made following the first ) 
j run, the Conference feels that the stenographer or typist should 
I note the number of copies on the original, I 


(c) Conferenc e recommends that whenever a hand-written 
incoming leirSer is copied 'for convenience in reading), c notation 
be made on the original of the number of copies made, . 






AND TRANSFER 
IV. RETEN T ION OF Ctl AHa'iS- OU'ik SLIPS F OR A T mE E-YSAR 
(Attachment ivj 


(a) Under present system. Records Section cannot 
determine who has had access to a particular file, (Charge-out 
slips retained for 34 hour s f transfer slips which are a part of the 

charge-out system.) 

In view of tremendous number of files pulled and 
transfers made, it is estimated that salary cost would be 
approximately ^8,000 a year to keep oharge-out slips for 3~year 
period. In 6 months charge~out slips would fill 15'^' four- 
drawer cabinets. 
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New York Office opposed* Washington Field Office 
had no ob jecbion* [See Attachment IV), 

^(b) Arguments for 3~year retention of charge-outs system 

(1) We would know for three-year period the name 
of each person who called for file, 

(2) A.11 employees would know of this record and 
it would make it kasardous for an individual 
to improperly call for a file, 

($) If Bureau ever confronted with outside 

inuestigati on (re Arm.y -McCarthy hearings) 
no satisfactory explanation could be advanced 
as to why we did not keep some record of who 
had access to files. 


(c) Objections to system: 


(l) Bureau recruitment and training of personnel 
insure security, 

' ( 2 ) Unfaithful employee seeking to misuse file 

could gain access without charge-out,. 

( 3 ) System would not cover serials orior to the 
time they were placed in file, 

(d)’ Messrs, Belmont, Parsons, Mohr, Holloman/find Tamm, 
voted against system of 3-year retent^or of charge- 
outs, They felt safe-mardc in: 

( 1 ) Investigation of personnel. 


( 2 ) Close supervision. 


( 3 ) The Bureau's adminis srative practice of 
prompt investigation of allegations of 
improper activities. 



Messrs, Sisoo, Posen, ^ason and Nichol 
retention of charge-outs and transfer 
3 years. 


s 7'ec om. ^ended 
sligs f'^r , • 


J' 


PBRMANSNT Oh ARCS -OUT CAP.D SYSTEM FOR FILFc : (Attachment V) 

(a) System exceedingly costly and permanent charge-out 
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card for every file would cost ^153,6-94 for the first year. ] 

Cost of posting entries on cards woula be ^6,100 a year* r 

(b) Conference unanimously felt that a permanent 
charge-out system was Hoo costly and if there was to be a f 

record, the retention of charge-outs and transfer slips would 
SW//ice, ^althougU‘as indicated, Messrs. Belmont, Parsons, Mohr, f 

Hollorhan and Tamm are opposed to keeping charge-outs and -.transfer slips. 


VI. DOCKET SHEET FOR EACH FILE REFLECTING- CEARCE-OUT : ( Attachment Vl) 

(a) In orde^r to determine who has had access to a 
file, be it either Supervisor or file review clerk, the Conference 
considered the feasibility^pf preparing a docket form which would 
be placed at the front of each file. It would carry the place 

to indicate whether the entire file was reviewed or only a 
serial reviewed, plus the date. (Sample attached narked Exhibit !•) 
u 

(b) The requirement would be that anyone looking at 
the file would have to sign his name to the form. 

New York opposed this idea in view of volume of files 
handled. (See Attachment Vl). V/dshington Field had no objection. 

Messrs. Belmont, Parsons, Mohr, Siaoo, P.osen, Holloman 
and Mason opposed docket sheet. 

Messrs. Tamm and Nichols favo-red adoption. 


o 


VII. REQUIREMENT THAT FILES BE CALLED IN NAME OF PERSON USING FILE : 

(a) Conference unanimously recommended that all files be 
called in the name of the person who is to use the file. 

- (b) For example, if a secretary calls a file for an 

Assistant Director, it should be called in the Assistant Director's 
name. If a clerk calls a file for a Supervisor, it should be 
called in the Supervisor's name. 
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UNITED STATES DEPARTMENT OF ..RJSTICB. 
EEDSRAL' BUREAU OF INVESTIGATION 




Director » FBI 


ElffLOIEE SUGGESTION ^ 

Q Date ■ December. 6, 195^ 

/ 'L^ ‘■ 


SK 


b6 

b7C 


Field Office or' Divisiai 


J^eSLJ^QlilL. 


SUGGESTION: Bureau rule, as contained in Manual of' Rx;^s and Regula- 

tions, Section 3’ (d) (2) (1^;, which states in .pa.rt>v>? ^tatus, of case 
shall he p laced on ;^op cover of f ile j . . pending inactive ’ 

"Be^cfianged so tha’tWetfding^l^^ status no -longer .be placed oh 

file cover i 





Its ad;vraintage 3 are; sAC Letter’ No, 54-66 (M) states In, part, "in order 
that all -pendihg-inactiye cases will be re-activated for the prepara- 
tion of the periodic imports in a unif orm .manner you should adhere to 
the following procedures. Forty-five days Dripr to the date each 
periodic report is due the pehding-inactiyc casa should, be made pend- 
ing active for the preparation of the, report in. order that the report 
can be suhmitte.dt to the Bureau at the designated time." Under the 
present system utilized by New York for reviewing files assigned to/^<^ 

(continued on page 2) 


It. should save at- least.' 


arihuallyi- 


The use by. the yhited.- .Statee of .my _ 

fu^her claim of any nature ,by me> ray heirsj- or assies S^o^JBjh 


SEGORDED-20 

not Form the?basis.bf 'a t 

Siates , 





(Signature of Suggesjtor) 




* "if • ^ - 

Comments and recommendation of Supervisor, SAC, or Assistant Director:. 

This suggestions seems like a vei*y arid it is recommended 

^ that :it receive, favorable consideration for the reasons stated^ 
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Specia^Agent i n Charge 
r" (Tme)- 





Its advantages are: (continued from page 1) 


agents, the supervisor maintains no tickler and files are reviewed 
with the agent on a spsdLfieci day. All pending inactive cases in 
the security classifidations are maintained assigned to agents be- 
cause files are extensively active during the pending inactive 
status period. In order to. follow Bureau rule set out in reference 
SAC Letter, we must depend on agents activating files. Since agents 
do not maintain ticklers, the number of errors in failure to, acti- 
vate pending inactive jCiles at any one time will be considerable 
To avoid this, it is felt desirable that when a dase is placed in 
an inactive status, the date when It is to be made “active should 
be placed on the assignment card, which will then make placing the 
case in an active status automatic. An example would be that an« 
assignment card on a case where a pending inactive report is sub- 
.mitted would have not only the date of the pending inactive report, 
but the date of four months and fifteen days thereafter listed: as 
the date it is to bScome. active.: In order to dp this and: to avoid 
pulling files, to, change the status as refiected on the cover df the, 
file, the rembyai. of the- pending inactive status, from the file cover 
will <saye considerable clerical workf both from the standpoint of 
putting it on the file. and changing,' it. Experience has shown that 
placing the pending, inactive status, on the file -cover serves no 
useful, ^pui^pse to either the supervisor or the agent, nor the Chief 
Clerk’s office, in reviewing files with agents i the supervisor 
does not depend on the .status reflected on the cover, but rather 
looks into the file in order to determine its condition and status:. 




permissible to olace flip nnmhor.« r^^• 
auxiniTy^ffices on the inside of the file covp? ^ 

the numbers are to be placed in the is done, 

entered in longhand. No project is desired* this^mav Sp^pa^^ 
at the time a file is^being reviewed gf a^Agent^ra^ Sunegv?gSr!^^^^ 
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ORIGINAL conr FILE© ' 


In Reply, Please Refer to 
File No. 


UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


November 3, 195^ 


WASHINGTON 25, D.C. 


MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS _ 

c? 

(A) REPRODUCTION OF MATERIAL - SECURITY OF BUREA U FILES — In order 
that the rules governing the reproduction of material' be strengthened, 
the following changes in procedure shall be put into effect immedi- 
ately: ; 

1, Photostats ; 

a. All Divisions at the Seat of Government shall in the 
future on the prescribed requisition (Form 0-11 ) give a detailed 
explanation as to the material from which Photostats are to be made, 
including subject, classification and file number if available. 

b. A notation shall be made on the original of the number 
of Photostats prepared. 

c. Requisitions, in the future, will be maintained for a 
period of three years by the Mechanical Section. 


2. . Reproduction by Auto-Stat machines: 

a. As you are aware, Auto-Stat machines are maintained in 
various Divisions of the Bureau including the Laboratory, Records 
Section, Statistical Section and the Crime Records Section of the 
Records and Communications Division, These machines are a quick and 
easy means of reproducing documents. In the future when one division 
requests another division to make Auto-Stats of certain material, it 
will be necessary for the request to be in the form of a memorandum 
and approved by the Assistant Director who is making the request. 


b. It will be necessary for those divisions having Auto-Stat 
machines to keep the memoranda for a period of one year. Requisitions 
or memoranda will not be necessary for Auto-Stat work done within the 
various divisions; however, it will be the responsibility of the 
Assistant Director to make certain that proper control is exercised 
in connection with the Auto-Stat machines and that they not be used 
for improper purposes. 


c. It will be necessary to make a notation on the original 
or the file copy (in the case of an outgoing letter) as to the date 
and exact number of copies made. 




■f FiL^D I*"* / - - /'3'7S 



0 


a 


a. Underneath the initials of the dictator of letters and 
memoranda shall be placed in parentheses the number of copies pre- 
pared. (in the case of an interdivisional or interoffice memorandum, 
the number of copies will appear on the original.) 

bi If additional copies are made following the first run, 
even at some later date, the stenographer or typist shall make a 
notation on either the original or the file copy indicating that 
such additional copies have been prepared. 

c. When a handwritten letter is typed for the convenience 
of the reader, a notation .shall be placed on the original indicating 
how many copies have been- made. 

4 . Piles shall be called in the name of the -person using them . 

Piles must be called in the name of' the individual who is to 
actually use them, Por example, the secretary to ah Assistant Director 
■should call the file in her name if the Assistant Director will not 
personally, review the file. Stenographers and clerks who call files 
for Supervisors- should call them in their own name when the Super- 
visor will not actually' review the file. 


Very truly, yours, 
John Edgar Hoover 
Director 
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miE BY S A 



NEW YORK OFFICE 


Tinterrowd _ 
Tele. Room . 
HpIIossan 


O 


L 

* *>j 

‘ t 


t 





^ ^ f / if ^ 

SUGGESTION 

Bureau rule be changed so thayt^endihg tnactiue s tatus 
will n p_ I onger_J)e ^Mped o n fil e c pvprSj M 

PRESENT RULE 

Manual 6,f Rules and Regulations ^ Section SB, 2n, 
regarding the administration of investigative files provides': 

Status of case shall be placed' on the top cover of file; 
unassigned (una) ; assigned (name of employee and date); closed (c/; 
RUC; dead; police department (name 'of police department); pending 
inactive ('>). 

ADVANTAGES TO SUGGESTION 

Experience has shown placing pending inactive status on 
file cover serves no useful purpose to either Supervisor^ Agent or 
Qhief Clerk^s Office. In reviewing files with Agents, the , 
Supervisor does not depend on the status reflected on the cover, 
bu t rather looks into the file to determine its condition and status. 
■g.4 1 ~] points out that in the New York Office the 

Supervisor maintains no tickler and that files are reviewed with 
the Agent on a specified day. 

J. J. Kelly, New York, favors the suggestion and ^ 
recommends tHa't -it^be considered favorably by the Bureau. 

SAc L. L. Laugh-^n, Washington Field Office, states there appears 
to be ria good rec/shjn why the practice oA^mrking the status of a case 
pending /inactive ok^he file 
than the fact that We pres ent^^^c-i 
interest of uniformity. 

EXECUTIVES CONF%lENCE CONSIDERATION EDUsVlmoBm g8 1S54 



not-be discpnfinued, other 
de^T^bly in the 



Present at the Executives Confere iice O'f 12 /22/5 4 were Messrs 
Nichols, Boardman, Mohr, Rosen, Si^oa, .Trotter, parsons, and Mason, 
conference recommended unanimously unfavorable ; felt the matter 
presented is so. picayune as to not warrant a change fin the Bureau's 


cc 





Sisoo 

Harbo 







/ 




rules. Adoption of the rule would provide an exception to the 
uniform practice of having the top cover of each file reflect 
by pencil notation the status of the file. 
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STANOMID rOltM NO. S4 


o 


Office " M-emorandupi • united states government 


/j 

^-5x0 


MR» NICHOLS 




0ATB: 18/17/54 


,KlOM t 


SUBJECT: 


F. 0. wiss£_ 


SUGCESTION^ #1110-54 


Toboo_ 

Boardmaa _ 
Nichols 
^ Belmont 

b o Harho 

]q 7 Q Mohr 

Parsons 
Rosen 
Tamm '.._ .... .... 

SIzOQ ■■ 

WintetTowd . 
Tele. Room 
Holloman „ 
Gand/\_ 


I \ has suggested through the Filing ^ 

Unit representative op the Records Section Streamlining Committee tha-t 
J^orm 4-5 j which is civile request slipj be dmende’d to include the 
T ^dJ!^U"'and extensi o n o.r -oti'e person ic dTZi^halZd^ fjre'^and‘ tnat~ th e" ^ddie o n 
the form belpTaced in a more ^conspicuous place . H ~1 in effect^ 

is proposing that a separate space be provided for the Supervisory as 
well as the cleric calling the file for him. He has also proposed that 
the extension be written down on the file charge out if the file is 
requested by telephone . He points out that it is necessary to call 
supervisors and clerks back 650 times each day, and each time it is 
necessary to. look up their telephone extensions on a ,diregtory. 

It is not believed that the telephone extension should be 
listed on each call. It is necessary to call back on less than 
10 per cent of the requests. It would take more time to request the 
extension and list it on each call received than it would to look up 
the extension before calling only when necessary because the file is 
being placed on locate. The Filing Unit feels that the present 
A request slip is adequate since they now put the name of the caller in 
m parentheses immediately after the name- of the person who desires the 
lA/ile. 

^ I REGOMMENBATI ON: , J 

^favorable. That the attached letter be directed to 'S//A 


WGE:wm 

Personnel file 
Ak^'ohmentQ^p'pl 
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mm 5 wst: - 
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# 

Date 

Serials 



Section 

From 

'■*•'0 

Copy 


Subject 





For 


Room 



Called by 

• 

Ext 









SP2CIAL NEXT REBUIAH \ CLERK I mANSFER' 
^ DBLIVERI I 


File Out To_ 
Date 


Room 


Subject 


NAME 


TO BE FORWARDED t 
ROOM 


SUBJECT 


^ u^qgst S' ^ 

'o2 
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•TANOAIID romi NO. M 



Office IS/LemoV^ri^i^dm 

A. 


0 

UNITED STA^JES*X?OVERNMENT 


MR. NIOHOBpX,^ 


DATE: 1-7-55 


EROM i w. a. EAMES ^ . 

lUBjEcr: SUGGESTION f 12-55 Q 


b6 

b7C 


Toll on _ 

Board man. 

Nichols , 

Belmont 
Harbo . 

Mohr__Z3©' 

Parsons 

Rosen 

To"""* _ ' 

Sizoo. 







¥interrowd _ 
Tele. Room . 
Holloman . 


has suggested through the Classifying 
Unit Tejpreseniative of -the Records Section Streamlining Committee 


Gandy (■ 


that :^ure j au Swoervi sors be instructed to indicate the_jcprrect subjec t 
natter of files ^whe irjndicating file nu m UefTyor copies" of co rrespo ndenc e . 

By Memoranduw^For All Bureau Officials and Supervisors dated 
October 5f 1953, SupeTVisors. were instructed to advise the Records 
Section of the title of the file and the file number when it was de- 
sired that__a_gopy of a communication be placed in an additional file. 
Since |~ \ has suggested the reiteration of existing instructions 

she has been orally thanhed and no formal acknowledgement is believed 
to be necessary.' We will attempt to handle this matter on an individual 
liaison basis with the various Sections in order that it might be 
discussed in their next conference . ' J 

RECOMMENDATION : 

That no further action be taken. 
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Pffice •' united STAraTGOTERNMENT 


m, NICEOLl^i^ 
W. G, EAMES P 


FROM * 




DATE: 3-8-55 


Tebon — 

B«>ldnian. 
Klcbols « 



WoV^ - 

p^-b o 

Rob7C_ 


SUBJECT: ^ SUGGESTION #101-55 

The Training, and Inapec-bi on Division has reque ^sted 7jp \ 
views oh the attached suggestion which was subMtted by 


Sizoo ... .j 
Winterrowd « 
Tele. Room . 
I /llolloraj;. 



<-r 


g Grade GS-3 File Clerk in the Filing Unit, who 
^^enterect on duty 10-11-54, 


, Ijiroposes that a certain number o. ^ewplomes > 

be ass ianed to read information f-ron the files to__ an AcknJi. when 
he,Jjequfres specif i^inforri^^ from the f'iTe which can ^be re’adily 

jibtained bjj^a File Clerk, 


the Agent Superv isor of the Filing 


and advised- him that 


Unit, discussed this suggestion with 

the Fil e Beview Unit has been providing this service for several 
years, 


stated that he would hot have submitted the suggestion 


if he had been aware tha t this, service was furnished- as explained 
to him by 


BECOMMENDATION : 

That this matter be referred to the Training and 
Inspection Division for appropriate action, 

U) ' V ' 

cc - Personnel fi%'e ■ 

Attachment, .. 



ADDENDUM BT N^RAININCpAND- INS PE CTION DIVISION:. 3/10/55 DID :mew 





v^*’ / (r^’^'~~lt^ that no furthe.r action be taken on 

sugjge^lon because the. ekployee sugge sted. a practice which has ^een 
in use for sometime ah'dr/he has noVJ'heen adgised of that fact. This 
employee has already been thanked for his interest ' in submitting th 
suggestion, 
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fEDERAL BT^U OF INVESTIGATION' 
•united STATES DEPARTMENT OF JUSTICE 


EMPLOYEE SUGGESTION 


nCD 




Date: -3 •^2-55 


To*: Director, FBI 


b6 

b7C 



From: 


Division of assignment: Four 


SUGGESTION: That a certain number of employees be assigned to read 

information off files when an agent just wishes some 
names or any small amount of information, dates, titles, 
addresses, etc. 


iZ 



I 


Quirent practice- or rule (include mMual citation as well as facts):- 


To have the file charged out and the Agent reads 
" , and throws it out-, 

~ i , 


it 


•i * 

"Advantage a of . sugge stion: 

" , It would save a great many charge outs & locates , 

'Would cut down on the number of files delivered and 
'picked up and those, piling up in the offices. 


Disadvantages of suggestion: 


The use by the United-States of my suggestion shall not form basis of a further, claim of any nature 
by me, my.heirs, -or assigns upon the United States, 


^ y/t 


/s/ 


ENCLOSURE 




Recommendations and comments of Division Head:-* 


(Signature of suggest or) 


EX-132 





/ 






(signature & Title) 






In Reply, Plecuc Refer to 
File No. 


O' 
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^VPrvrHD STATfeS D^i^ARtMEN^T V*-OtSTIC^ 

, 

'FEDERAL BUREAU OF INVESTIGATION 


February 14, • 1955 Washington as.-o.c. 








MEMORANDUM FOR ALL BUREAU OFFICIALS AND SUPERVISORS 

/ x(5> 

(A) FILES — I want to emphasize to each of you the importance 
of complete and constant compliance with existing rules and 
procedures prescribed for the efficient handling of Bureau files. 

We now have approximately 4|- million files here at the Seat of 
Government and more than 8,000 are charged out or returned to files 
each workday. You are reminded that the following rules and pro- 
cedures will, if carefully observed, enable you to obtain files 
promptly when needed; 


1. You should refrain from holding a file for more than 
48 hours and files, should be returned to the Records Section after 
they have been charged out for a period of five working days. If 
needed for a longer period, the approval of the assistant Director 
in charge of your division must be obtained. 

2, On the second Wednesday of each month each .Assistant 
" Director is responsible for a complete check of all files and 

‘serials in possession of Supervisors and clerical employees in his 
division. Also, he is required to report the results of this check 
to Mr. Tolson, listing the number of serials and files in the pos- 
session of each employee for more than five days. 


. 3» fhe transfer of files from one person to another, 
even though within the same unit, section or division, must be 
reported by calling Extension 421 except where the file is going 
forward with current outgoing mail attached. A stenographer who 
receives a file when given dictation should transfer the file, 
otherwise the responsibility rests on the employee in whose name 
the file was last charged. 


4, Bimonthly, on the last Friday, each Assistant Director 
is responsible for the preparation of an inventory of files in his 
division as of 9 a.m. Each file in possession, of a supervisor over 
five working days is to be identified on the list by an asterisk. 
This inventory is prepared on "recharge" sheets (Form 4-4) and is 
forwarded to the Piling Unit, Records Section, where ..separate 
recharge slips are prepared on all files listed. After these re\ 
charge slips are attached to appropriate charge-outs previously 
prepared when the file was pulled, a seai'ch is made of all file 
storage cabinets and any file charge-out not recharged by this 
process is placed on locate in the event it has been out more tl 
five work-ins days. ^ l/ 
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If each of you will assume the necessary personal 
responsibility for compliance with the above rules and procedures 
in each instance where a Bureau file is in your possession, you 
will find that Bureau files will be more readily available to you 
when needed. I am certain the Bureau can count on your continued 
full cooperation in this matter. 


Very truly yours, . 
John Edgar Hoover 
Director 







Mrm TolQon 


S/e/55 


J2, T* mrbo 


PXLs xirvsimnr - xisc/iTse 

^ nsaosra e^ormi 

' srmpeie 

/y At tho Mractor'ai inatruotiQn a Gheo^ ha& beejt eade of 

P^trea u file a and anologitrea reoc 4 tly reported at unaoctimtcd for bu 
Botorda Section* J^va of thtriy-five guoh itena had been ohar^ad 
0 ui> foP over aix nontha^ The Biteotor asked chy charge oiita ape 
aZloxcd for avoh estendad periodSm Longest unaoopuntability peripd 
is one year*. ' 

Current rules require t^at files be. returned to Bcoorda 
Soctiah after five working days Unteaa approval of Aaaiataht Lirector 
ia, ohiafnedf Cn aeoond iledneaddy of edph npnth each Aaoiatpnt 
Bireotor is reapontiblo for oo&pleto check of all files and aerial a 
in hia divfaibn to deterMne if mil ia being properly handled and 
report to Br* Tblaon ia required Hating Oeriaia end filfa hold 
beyond fivo’-day Xtnit^ 5uperviaor*a fanual alao requiraa tranafor 
of filea fron one peraon to another by calling Bxtenaion 4S2* 
Bimnthiy^ an Xaat Priday, each Aoaiatant Bireotor ia reaponaible 
for preparaHoh of ihvqntopf of filea in hia diviaion^ filea held 
fzore' than, five daya to be identified by aaterisk* This inventory 
prepared oa '^rcohargo aheeta^' forwarded to Bdoorda Section » Thoae 
rulea keep to nininun^ any file charge ouiafbr extended periods 

/*>*♦ W, (?• Bancojf Section Chiefs Becorda Section, advice 6 
that great mjority of Bureau Officiala and Superviaora abide by 
current rulea regarding charqa out and tranafer of filea aa evieeno 
by fact only thirt t out- of xiillion filea are no& unaccounted 
for (five have been located ainao Ratter reported on S/3/5SJ* Aa. 
oonatant check on ahere'abouta Of filea, Beobrda. Section edrrica out 
ptogran aa fplloxas (1) Five perocht efoOrk Of euploycea *^ho pull 
and repiaae filea ia pkevkod dailvi (2j Cpon receipt of ’^recharge 
ahecta'^ aubnitted binonthlyjf recharge alipa arc prepared on all fit 
liaied^ and attpohed to previoVa charge^out clip for that file}, a 

Tokoi>^ eheok ia then Rada of dll file oiorago dra'^efa- and any files not 

B^xdmn-.^ohargcd that have been out mrq than five days are put on locate; 
^uStZ-J§) SeaiannuaZly, in April and Cotober, conplete file inventory 
tobp . . , . _ga (id of all Bureau filea; (d) All filea fcurid ntaaing are pub an 
^ ™-3 ' O oate by apeoiai Uiaainp Filea Bffaf obdc^/Rd^eh^Uct ^mat iCi thorough 
iRyen- >->ag orcfe» This desk annudlly ta non 

JT^ ~^^^^d Oking for tto 30 unaccounted- uhaOhbunted for 
rmctto^d jthrough tao a cniannudl inuenioriff ^^.f^aa^itutedm (5} Conotant 
iA»:l°f‘tffort Rodc bj all Beoordo Sootim ^^AlafeBa to spot niaaing filea; 
(^idyZ-^jority of auch ffMc^a'-uxTA .fouii i to - 

Ko of one pr two serTB'il'yy .fiuy fTy”&aught on other fHei > 

68 : / 
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Above proGodureo fiomaXly discover tshich files are 
itnaocouni&od for no later than tm aonthe ^after charged oitt> or n-jch 
sooner in rjiny instances, and Seni’^annuai inventory provides added 
safesaard^ Considerinj Cur ecu has -di nillion. files and handles xore 
than B,OQO dailj, present Systea appears to toarTi; efficientl'jm L'ay 
be desirable to reiterate presenif instriiottons to Bureau Officials 
and Supervisors to assure jcaximin effiaienerj of present safeguarded 

tto?7S £ 

I®. That the Records Section of the- Records and 
Cou^un.iaa;bibns Mvieion, continuo to esfori every ejfb rt to 
reduce to an absolute tiinimu the nunber of files and enqlosuroo 
unaccounted for at any tiae, and tivat %t be alert for any nea 
procedures ohich bo helpful in achieving this poalm 

Accuracy in the handling of files should be stressed mith alt ’ 
enploycee having any duties involving Bureau filesp 


(rvvjv 




S* That the attached nenormauu. to all Bureau Officials 
and Supervisors be approved calling attention to the specific 
responsibilities each, has in the handling of Bureau files so as to 
assure that no files atll becotte unaccounted for and all will 
be promptly available idicn noededtt 






nsfAmf 


At tht Mreotor"t instruotian iiUparviQO'r \ 

<?/ the JnBpeotion Staff hjxe looked iiito. the natter oj" i^ureau ffiee 
arid eneloeurae reaeatly reported c& unaxieountcd for by the Becorde 
Section* five 0/ the thirty^ive itenh reported an ninaingi on 
S/S/SS had been charged out for a period of over sis itonthom The 
Mrector haa^t iM why charge oists arc ailoaed for such intended 

pertOdOm- oa/fea 


b 

b 


crTpmiT m :vxtp mmap, crjrs s 

2» ffte Sanuai for Suremi Supervisory, Sect^ion SQ^ edb- 
Section (IS), page 22^ provides that superviaoro should refrain 
frou holding a, file' qr mail for more than 4Q hours and that files 
should be returned to the Records Section after they have been 
charged out Mr a nertod o.f rive norkino dafra - If 'needed for C: 
longer period, the approval of the Assistant Sireojbdr in charge 
of thp Pivision kuSt be optaihedm' ' 

S* In addition^ Supervisor's Manual^ Section 20, a«6- 
aoOtioh (.20), page 19, provides that on the second tednesday of 
each month each Assistant Mrootor is respohaible for d domplete 
ohtek of all files, and serials in pos'sesaibn of supervisofs Or 
elerical employees in Mo Pivisipn to determine if mail to being 
handled promptly and, proper action being takeni, Sach Assistant. 
Sirbotor is required to furnioh you a report on the results of th%a 
pheck giVSng the number- of serials in the possession \of each 
Mpervisor 'for more than five: daye‘ and the number of • filed held 
beyond the fibe-day lihit*. 

Sf. The Supervisor's Manual also .'requires that the 
transfer Of files from one person, to another must he reported 
immediately by Calling extension 4^2 ♦ The responsibility for 
transferring a file in the first instance is on the employee recciv»' 
ing it from, the Bdcofds Section^ except .ehete a stenographer 
receives a file when givehd iCtation^ Xn Such a case the steno^ 
prapher^ is reguivM to report the transfer^ , . 

4* Bimonthly, on the last Friday^^ oaoh Asaistin f Bfrector 
id responsible for the preparation of an inventory of the files in 
his division* This inventory is to report thk files in the division 
as of 9 a*w* and each f ile in the possession of a supervisor over 
five days is to be identified by dn asterisk.. This inventory is 
prepared On ^recharge sheets*^ fXcm » 4^4) and is formrded to 
the filing Unit of the Pecorda' Sectiom 


■g 
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nseoniiS aKorjon antTiinL^: 


Mr* WondfiXl (?• Sates,, Chiefs of the Secordo Meciion, adviood 
^haf etployeea of hfs Section constantlu o,re on the alert for 
improper!!/ filed sariaXo and files and for files or aerials uhich 
have been charged but for more than tho permitted period* Uuo 
to the lari/e volume of oitch charge oute .(kora than 4,000 ddiXg) 
it is not practical to maintain a tickler on each one, tsheroby 
a reminder conld be pent mithin a day or iao after th^e permitted 
tine hdo ezpired* In mant/ inetancea files Held too long are 
spotted bif the fact someone else requests the same file and 
it beeonta ncoeasar!/ to place that file on locate for the neu 
request* In viep of the fact the bureau lioia has approximately 
M million files it is not practical to check the mhereaboats of 
all files too frequently although this tiom is done sesiiannualll/ and 
to a teaser degree through- the bimonthly racharge p j/s tern mentioned 
above under item. §4*. 

3^e responsibility for peeing to %t that Sufeau files are 
released for prompt return to the: t^ecords Section lies mith the 
Putedu Off totals and SuperviaorO mho request tho files*, iach file _ 
requested is charged but in the name, of the person far ishon it to 
requested*: ff that person returns, it ptbaptly or transfers it as 
Required,- the present system should tsork effectively* Mr* Mar.es 
feels that the. great majority of Bureau cffioidis and superuisbrs 
presently p,re complying mtth the required praoedares as evidenced 
by thO fact bhly thirty f iles ou.t of -0 killion are nbm uiidGcpunted 
for (five have been located since this matter taao reported on 3/3/S5)* 

The /records. Becticn maintains the foIlCming Cahtrols over 
the Bureau ^s files: . 

2, As a eonstCnt check aft the" accuracy’Of the KJorSr of 
eaplbyeas assigned to.- pull and return files, the Beoords Section 
regularly checks 5 percent of all such pork performed*^ The Bureau 
presently has approximately 4^ Million files and over B,BOO of 
these either are charged 'Ojit ‘or returned to file each fsork day* 

Muring the most recent inspection Of the Bocords Bebtion (9’^2'B to 
10^20-54) it ms noted that of all file requests received an 
average of 22 percent Cf the files already are oharged out and 
must be put pri locate* resulting in an average of BOO such locatep 
per day* ^ 

2*-' Upon receipt of the **rechargC sheets^* (Tofn 4-4) 
prepared bimorithly by the several Seat of d^overnment divisions, as 










out above under item. tho P.eeoTds Section prepares a red 
recharge slip on each Hen lioted in the "recharge aheate*" These 
Qlipa then are taken to the aiorage cabinet there the f ilea belong 
and the red slip |s. attached to the charge aut previotiolg placed 
thercm fhia ahrooo tp bring the charge ett up tb data, and 
prauidca a chain of poaoessioii for the file id. the event it latep- 
is found iindcisounted for before if returna to filq* After the red 
recharge ol.ips are placed uppropriatclg^ the file atorage ■dra'iDoro 
are checked for ang renatning charge cat olipa vshich roprebent 
fiiea not recharged under the bimonthly recharge ayhtedi Such 
ohdrgeouta^ if nbre^ tHan fibd daga^oldjt, are idr^ediately' placed, on, be 
locatem Prior to February SSg. 29SB^ theoe recharge procedures y>orc i7c 
required an a nonthlg basic ^ fhep xsere redaoed to hi nondlu aa dh 
cconpng and atreaulining tCasure* J^essrsm ^ar.o:» .c nji | 
of the Pt'oords Section can pee no fuatification- for again requiring 
then to ho made monthly sinae thoir raoorda indicate there are 
femr files unaccounted for noti than 'yihon the, recfxargo etas made 
nonthil/*: ' ' ’ . - ' ‘ 

'■Si, Sentanaually), in April and Ootaber» a -complete ,,fils 
by file -cheek or inventory to- made -by^ the Seoorde K-eCtionm This 
%e a trekendcus task but serpoe to. provide an accounting for each 
of the Puroaa*a 4^ nil! ion files txoioe each year* Some files not 
o.thevmiae located are found during this cheek,. 


4* Any file found unaccounted for as-a result -of the 
semiannual inventory, from the bikbhtiy recharge .systen^ or by any 
Of the regular datXy proCedufeS of the Secorda Section,' is 
rOf erred tooths Sissing.‘ Piles, J?cak of that Scctioni, Shtp desk 
devotes fill tine to a systematic sean^H for missing fiXoa and 
credited vfith iccating many hundreds of files annually^ 

As an ecOmple of the effective mark of this desk, the memorandum 
from Mr*- ^anes- to Ur 4 Mchols dated S/S/SS, ishHh is the basis 
for this survey,, reported thirty'-five files pera un&cctunted for* 
Betpsen that ttke and 2/7/SS, five of the niasihM itoks. mre 
located, leaping thifiiif items get to be found, all of ushich- acre 
found to be missing during 1954*^ ThC -number of such items 
fluctuates; constantly ae some are located and neo items discovered 
to be ’Unaccounted for* A file that oOntinuea to he undCoounted 
for through tpa oonsecutive semiannual inventories is reGonstitutod 
os nearly as possible* This can be accomplished ttsreugh ase of 
abstracts* 


S, ^upervfsCr 


filing: Mnit, Becords 


dectionj^ advises that in eonnect ton, mtp toe present -number of 
30 files and enclosures unaccounted for^.a constant effort is 




mdc to keep tho nunhef at th& Itaaot pobdible ftg'^ra; that 
present rulbb and prpoedareif wrk a atisfaotoriiy id cost inatancea 
in getting film back into the necordo Ceotion; that a v^Jority 
of unacoountod. for files are thin, oho or tao ocrial fiXoa, 
and arc found to haue been nisfiled although others arc dieodverod 
to have been Changed td‘ another file and the notation that this 
tsao done has been niaplaced* Also, ooce files ,ohich haoe been - 
on locate for an estendod tine imddenly coue "floating.'^ back 
into the file cabinet loithout any tndication vhere they have 
been. 


osS!:r.VAg^icrrg : 

i# Current rules relating to the charge out and trans- 
ferring of bureau film^ tf followed closely, by Seat of ^ouernnont 
offieiala^and .ouporvisofMi provide an effective ik&aha of keeping 
the J?ca£?tft of tine files are charged put to a reasonable ninimUaj, 
an4 Joill prevent such charge outs- j^nning into m extended periods. 

5* gaoords Section controla provide workable uedno 
of detecting when files hade becoae unacoouhtOd fop anii of 
locating such files no rapidly as pcsaiblOf^ 

3, Although Peeords Section officials believe the 
great mfority of bureau officials and supOrvisoro note comply 
with -rules- and proecdiirm set Up for the efficient handling 
of jgureau tiles, it may be dOoirablc to roitarate these rules 
and prooedureo for Bureau officials and supervisors to aasura 
continued cooperation in this iHxrortant Teatter» 
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Advantages of suggestion; 
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(Signature & Title) 






To: 


"UNITED STATES DEPARTMENT OF^- 
FEDERAL BUREAU' OF INVESTIGATION 




EMPLOYEE SUGGESTION 


director; FBI 


From: SA 


Field Office or Division 


Date 5 - 11-55 


ST. LOUIS DIVISION 


bo 

b7C 


SUGGESTION: 


It is, suggested that on future printings oi 
FORI>^ NO, 1 -D of I,, U, S, Government Printing Officj 

16-52991-2, that the words "BUREAU FILE # ^ or 

"BUFILE " be added underneath the word "INVESTIGATION”. 



Fronts . 


Its advantages are: b 

It will eliminate the necessity of writing in or 
stamping "BUFILE" on file fronts in Field Offices,. It wil^ 
alsp serve as a reminder for clerical employees to insa't I 
the Bureau file number. | 

h 


It should save at least' $ 


annually. 



The use hy the United States of my suggestion shall not form the basis of a 
further claim of ajjy nature by me, my heirs, or assigns upon the United States. 


^nJUj I 



(Signat^e or suggestor^ 


Comments and recommendation of Supervisor, SAC, or Assistant Director: 

The Bureau rules require that where available the Bureau file Number 
be placed onlthe outside of the file jacket. The .suggestion made by 


SA 

a 


would not only assist the Clerical Employees in serving .as 
reminder that the Bureau file number shouM ad^d,^but would 
also sca-ve tive time necessary to identi fy 
the file number. It is 'recommended* 


that the suggestion be adopted. 

^^(ScORDED-2^ Z (i' 

'7 




(Signature) 


SPECIAL AGENT IN CHARGE 



8 may 13 1955 





PBOJPOSBI) CffANGB m THE FBI BANDDOOF 


The FBI Eandboohs Pari; Is 41A, page B6bs ehould be 
amended to read ae folloms 


41A, JTILE miiBEBB 


Intra-Bureau correspondence 

Include Bureau file number and the file numbere of 
ail offices s if Tmopus receiving copies of the 
correspondence on all intra-Bureau correspondence 
except teletypes^ Set forth immediately after the 
name of the sendijm and receiving offices* 
COrreanbndence local intelligence agencies 


correspondence is directed, if available* as follovis : 
(1) Inletters and nenoranda vlaae .file number beneath 


in Bureau reports 


lated to an intel 


lence 
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FEDERAL BUREAU OF INVESTIGATION 


October 6j 1955 Washington 25, d.c. 


MEMORANDUM FOR ALL BUREAU OFFICIALS AND SUPERVISORS 

/ N ,0 ' 

(A) RECORDS SECTION - -RETURNING EXLES.-- You are again reminded of 
the existing rule -that files must.be returned to the Records Section 
within 5 working days .unless permission is obtained from the head 
of the Division to keep them longer. No file should be retained 
any longer than absolutely necessary. The cooperation of all 4 )er- 
sonnel is essential in order to meet th^ Bureau’s deadlines with a 
minimum of personnel in the Records Section. 


Very truly yours, 
John Edgar Hoover 
Director' 


% 
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ORIGINAL COPY FILED IN ^ ^ 



'ANOARD FORM NO. 64 


Office IS/lemoQndmn- • ■ 

W 

TO : MR, NICHOL^'^ 


Dl 


UNITED STAWS GOVERNMENT 

DATE: 4 ’- 80-56 


OM 


W. G, EAlfES 


e 


o 


£iL 


t $ 


SUBJECT: 


SUGGESTION §715-56 
RECORDS SECTION STREAMLINING COMMITTEE 


Tolsoa - 
Nichols . 
Boardman 
BcIdmo 
M ason 
Mohr 
Parsons . 
Rosen 

Taihin 

^^easc . 



SUGGESTION: 


GS-6 supervisor in -the Filing 


bb 

b / Crinterrowd . 
Tele. Room . 
Holloman . 


Unit, has suggested through the Filtng Unit representative of 
the Streamlining i^ommittee that all ^nternational Workers O rder ^ 
membership list^maintained as enclosures^ in File 61-7341 (T^ber- 
national dor leers Order file) be placed jin legal file fro nts a nd 
backs- along with the cover letter. T^is suggestion does not come 



within the purviejiD of 


duties. 


PRESENT PROCEDURE : These membership lists are folded and placed 

as an enclosure in the file or behind the file. They are used 
extensively because of the volume of indexing and the nature of 
the information contained therein. 


ADVANTAGES: 


(l) Lists would be more readily available, 

^ C^) ^^ists would be maintained in better order and 
would present^a n'eater appearance, 

* *9^ 

(3)^ Sdm^ space would be conserved. 
disadvantages .^' E^loyee time necessary to. dp this project. 



SAVINGS : ImpossiU^e to convert to tangible monetary savings. 

However, savings in most part will consist of intangible factors in 
that list will be more readily available and maintained in better 
order. Any savings accrued will be nullified to a large extent by 
the cost of adopting the suggestion. 

OBSERVATIONS AND CONCLUSIONS : Suggestion has some merit. As a 

result of this suggestion and a similar suggestion (§714-56 submitted 

t I TT— J \ J .t 




when personnel ts 


Filing Unit employee) , a project wi,ll be instituted 
available to place the International Workers Order 
lists in legal file fronts and backs as suggested. It is pointed out 
there are a large number of enclosures that ’wili hfxv.e to be changed 
and personnel is not available at this time to undertake such a 
project. In view of the nature of this suggestion and the fact /that 
a similar suggestion has been submitted by an’bt'hqr^ ^employee, 
attached letter of acknowledgement, is deemed sufficient, 

RttU.<QE0 •» 4/- ^ ? 10- ..Xu 
Indexed, to 



:nle 
Enclosure 









Memoj'andum -to Mr, Nichols 4 - 50-56 

Re: Suggestion §715-56 

RBOOMMENDATIONS : 

(l)- Favorable, when personnel available to undertake 

project. 



I 
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FEDERAL BUREAU OF* IMVESTIGATION 
UNITED STATES DEPARTMENT OF JUSTICE 



Date: J\me 1956 
To: Director, FBI 



b6 

b7C 


From: SAA 


-7ZC 


Division of assignment: ALBUQUERQUE 


SUGGESTION: In complicated and involved cases where there are over ten 
offices handling investigation in a particular matter, or v/here a file 
has exceeded one volume, that there be a summary sheet, similar to an 
indices check list and hot serialized, placed as the top serial in, the 
file, to show the file number of the offices' involved*, and in fugitive 
cases or cases where an identification is to be made by photograph, 
reflect which offices have been furnished a photo of the subje^^t This 
summary sheet could be limited to the file of the 00* This liaCTjp.ah be 
kept current by the SA to whom the case is assigned when new np^Jids 
received or a new office is included in the investigation* 

Current practice' or rv«le (include manual citation as well asbf acts) : 

None known. 

Advantages of suggestion: Save; time of SA when sjending leads t<£^, 
office for location of that office’s file number. If an airy^r' 
office requests the 00- to fxirnish another auxiliary office 
photograph, it can be determined immediately whether or not 
office has previously been furnished a photograph, ft is bel 
this will expedite handlii^ of administrative work in cases h 
any volume • 


Disadvantages of suggestion: particular disadvantage known. 






HECOROED • 6b 

The use. by the United StatesAflmy suggestion shall not form the basisS^ a i^Sf^^0ai95Sf an^ nature by 
me, my heirs, or assigns .upon the United States, ^ ^ 

(7 — C^>ignaTiui*u ui cuggoatui'/ 

See attached sheet. 





Lghatuire & Title) SAC 


^(kghaj^> 






Be commendations and comments of Division Head: 


I do npt feel tHat tMs sho^d. "be made an ^ministrative 
requirement on a -Bureau-vide "basis. If the Agent to vhom the case is 
assigned wishes to keep such a list, in his work box to assist him in 
adidnistering ids ovn5 case, I see. no objection to it but I ^ opposed to 
a top,, serial in the file. It has been iny experience that top serials 
such as tids eventimlly become buried in the file ^d son^times become 
erroneously serialized or cause a mis -serialization. 




TTONS : SAC Johnson^ Albuquerque, believes the suggestion should 

_ ' not be made an administrative requirement on a Bureaurwide 

basis, SAC Johnson is opposed to a top serial in the file, but believes 
there is no objection to the agent keeping such a record in his work 
^ box to assist him in administering' his own case. He states that it 
has been his experience that, top serials such as the suggested one 
(J) eventually become buried in the file and sometimes become^, erroneously ~ 

, serialised or cause a mis-serialisdtion* 




Inspector 

recommends unfavorably 
SAG Johnson and also recommends unfavorably* 







00 - Personne 


1 


^A^ 


Bgoords and Communications Division 

Training and Inspedtion Division agrees with 


RECOMMENDA TI OH : That the suggestion not.be adopted* 






with CO of suggestion form* 
21. JUL 11 





INDEXED - 65 






STANDARD POIRM NO. 64 




1 1 Office M^mMmdum,^ UNITED STMES 


ro 


moM 



m» BELMOIi 


Q L, B. mcs6^^ 


DATE: e-3-56 


SUBJECT: 


Z' -'y/-? W 

• )/s!^AN3FERRim OF FILES 




! V ^ 




Tolson — 
Nichols _ 
Boardtnan 
Belmont — 
Unson 
Mohr. 


wLy j Parsons 
Rosen 



Tamm . 


The recharge inventory of files on July 27s 1956s 


Nease . 


WincciTOwd 

disclosed that a limited number of files had not been properly T'|f; 

transferred* Attached is a listing of discrepancies, affecting 

personnel of your division. 


ENCL. 



/ 




■Xj 

• 

-s 'ijj * 

X#.* i- 



RECORDED - 75 




tibAUbii 01956 





Vv 






SECDEITT EiriSION 


' m KA 

100^17388 

100^830811 

100-134807 


FILE OBiaiNALLT 
CHAHaED TO ROOM 


1858 

1866 

1641 



FILE BE- 

BATE CSAR6ED TO ROOM 


7-84 ^ 
7-85'^ 
7-87 M 


6180 IB 
6116 IB 
6ll8 IB 





,1 


ri 



”]KCLOSXm|l 




b6 

b7C 






FD-252 

(12-14t54) 


Federal, BmfflAu of iiwestigation^*? 

UNITED STATES DEPARTMENT OF JUSTICE 


V" 


•MPLOYEE SUGGESTION 




July 214., 1956 © 


Director, FBI 


P// 


From; 


SUGGESTION; 


■WB? 


‘*1 ^ b 

b 

Division of assignment: Detroit,, Michigan 


'h 


f . Take one 10 x 10 red card and out 5 two inch strips,. ]Vhen 

Char ging out a serial._6r_ ser ials from a closed file«place the strip 
’^TTop of the most recent seri*al’*br"'the sep^'on f'rrai which the serial 
.o^*^ serials are taken,, then place the charge out on top of the red 
strip'. . ‘ 


CiUTent practice or "rule (include manual citation as well as facts); 

Rules and Regulations Manual; Section 3» pug© 11 part 4 (a3)‘: To charge 

out serials and exhibits. The reA 10 x 10 inch card is' inserted in the 
file in the space from, which the serial was withdraiwn. (CbnH p. la)- 
Advantages Vf, suggestion; 

One 'Ted^card cut into .strips would be serying a twofold purpose.. 
The two inch red strip is sufficiently large to be noticed in closed files 
t a indicate that serials arS charged out. The red 10 x.cjIO cards would - 
continue to be used in ciitoging out entire files'. Time will 'be saved bjr . 
placing the red strip under the ch^ge out to. begin, with instead of ' ^ 

t^ing the file apart for other, serials which have .already been charge^r 
from file. The file Itself will be easier to handle and will give a neat- 
er appearance i 

•"“‘,•1 , is»w' 


\ . /} f-T /, r S . J' 


mmm m i m ■ini- I ^ IH 7 ^1 


h. ? 


Themse^b^^^e'^nited'^^es^of my^uggestion shall noi^form basis of^fu^ther^^^^J>'of any 
^ me, f/ny l^etTS', lor assigns- up6n''the United, States. 

7W.O * ay. t-qi*' 


nature by I «\ CD 


[Signature of Suggesterj 


-Mf 


n Recommendations and comments of Division Head;' This definitely /will savel«lai^.-A 
considerable cleMcal time. Therefore, it is recommended ‘that this D' 


amges^tioi 


adopted. 


c^l^ignature & Title j'^narxes 

Special Agent in Charge 


Brown 





^ 5 6 

CxirrenlJ practice or loile fCon*t)>: jp^ ' 

If more than one serial is withdrwm from, a section of a closed file 
only one red card is to be? used per sectioni < ,, 


* '^ANDAR&P0RMN0.e4 


Office Ms, 



ro 


Ur» Tols on 


V^dufyi • UNITED STATES GOVERNMENT 

Y DATE: 8/10/56 



OM 


6 



SUBJECT; 


E» D. Mason 
SUGGEST ION 41=45 -5 7 


Made iby|_ 

Ee-broit Office 


b6 

b7C 


Tolson . 
Nichols 
Boardtnan 
Belmont 
Mason 
Mohr 
Parsons 
Rosen — 
Tamm — 
Nease _ 



Winterrowd . 
Tele. Room 
Holloman 
Gan 



SUGGESTION : That instead of usi ng a 10" x 10" red card for 

indicating serials removed from closed sections of 
file^%use only a 8" by 10" strip. Present rules require that 
when a^^erigl5J,s removed from a c losed sect ion _^ pf the file, place 
a 10" x^O" red card in the position from wfTich the seTiai was 
removed and, place the charge^-out slip on top of the last serial in 
that section, Suggester proposes that the 8" by 10" strip be placed 
oh top of the. last serial just under the charge -out slip and secure 
it with the acco fastener. Present regulations require that only one 
'red card be used per section irrespective of the number of serials 
charged out. The fed card acts as a flag to indicate that serials are 
charged out ffqm that section, 

ADVANTAGES STATED i Suggestep belie'ves that the 88" x 10" stip jis 
sufficiently large enpughit'6 indicate that serials are 
charged out. The .file/' will be neater and easier to handle-, Suggester 
believes time wi'll be saved in not having to*mpye the red card every 
time a serial is replaced, in the file as. it will stay in one position 
until all serials have been returned, , 

OBSER VA f I ONS : SAC. Brown j Detroit y recommends , favorably as it will 
save time, - ' . ' - 

ASAC Fletcher, WF.O, sees no advantage to the suggestion and 
recommends unfavorably. He believes the^ 10" x 10" card should continue 
to be used as it is morerisubstantial, Washington Field Office has no 
- problem in c'onnection with moving the red card when serials are 

returned as the card is slipped into the file without first securing 
it with accq fastener, ! 

t 

Mr. Waikart, Records and Communications Division, agrees 
with A3A0 Fletcher^ ^ 5 ; RECORDED .4 /X.U.3/f - 

Training and Inspection notee'a similar suggestion 

was mde that the' 10" x*^Q"Qr'e'd card be 'cut to used 

for same purpose as th^-lQ" 10" card. The suggester j'eTt that the 
larger card hampered easy handling of the file thoug ht i± would be 
more economical , The Executives Conference recommended on ^i/ 16/58 that 
this suggestion not be adop-ted as it was felt that the larger cards 
were more distinctive and better served the' Bureau's needs. The .Director 
asrep(Lwith the recommendation of the Conference, / 

bCbEPB 19,56 iV 

^Recommendation: That the suggestion not be adopted, j 







Employo^jiggostion 
FD:’25‘2' (11-14-5?) 


0 


0 


- 5 ^ 






V 


To: 

From: 



Employee assigned to (Division) 

u o 

b7C 

Director, FBI 

Security. Patrol Clerk 


San Antonio, Texas 

1 


Date 


10 - 22 - 56 . 


sOggestion 


It is suggested that the fron^g ^ile coyerig of files pertaining to armed 
and dangerous, or otherwise dangerous fu^tives be stamped in large 
letters with the words ” DANGEROUS FUGITIVE". 


O 


R«e 


s 



jCurrent practice or rule (Include manual citation as well as facts) ^ 

There are no markings on file cofers at present to indicate the ^p 
of fugitire the file' pertains to. , ^ ' cn 



Advantages of suQtgestlon ' , - 

1. Vfould be an instant reminder to the case supervisor as to the^a: 

of the subject, so that he could warn the agent to use’ caution i\ 
handling leads. ^ 

2. V/ould serve as a v/arning to the agent each time he acts on the q 
' be careful, and to secure aid if apprehension appear^; imminent. 

3 • Would remind supervisors and agents to alert other offices concerning 

danger of fugitive when setting out leads. 


pisadvantages of suggestion 

None knovm. 




Annual Savings (Show basis (or estimate) 

Unable to estimate. 


.EO 






(The use by the United States of my suggestion shall not form. the bpaig a further clalmiQf anv nature*t^-me. mv heirs, or 
assigns upon the United States)' ^ 

. o Mrs. □ 




JMlss 


SlgnatuTs*"aAd TJtle^of Suggester 




iRecommendations and comments oi Qivision Head *\J TqelxeVe '* that the abOVO SUggCStion haS 

been made on numerous occasions; however, if the Bureau has not 
considered it, it is recommended. that it be considered because 
I feel that it has abd would' be 

of considerable assistance. ¥igna^^i^^nd Title 
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ETAHDABO VORM MO. 84 


Office Memorandum 


Cd 


ro 


PROM 


SUBJECT: 


MR. NICHOL 



L. E. SHC 
SUGGESTION §283S7 


D 


UNITED STATES GOVERNMENT 

DATE: 12-10-56 


O 


Tolson _ 
Nichols _ 
Boardman , 
Belmont , 
Ifason . 





Supervisor 


I Jn.uesti.qatiue Mvisiouj 
suggested a carbon copy of file r/? gn ^ d-S. hP. used as 
a routing slip on files in lieu o Tr^rm 4-49, His calculations 
reflect direct savings of more than^lS^^'dUtrand indirect 
savings of $13 y 000, 


Psursoas . 

Rosen _ 
Tamm _ 
Nease 


“b6 

ffinterrowd ^ 
Tele. Room 

Holloman 

ft^nAy 


The Records Branch does not consider the suggestion 
feasible for numerous reasons which will be set forth in detail 
in this memorandum. Furthers Records Branch personnel believe 
that the suggested procedure would result in a more expensive 
operation and effect no savings, 

PRESENT PROCEDURE : Requests for files are recorded bn charge-out 

slips form 4-5, Employees assigned to handle telephone calls 
prepare serial marker form 4-49 in connection with their duties. 
These two forms are attached to a charge-out back with form 4-49 
on top. Employee drawing file removes file from cabinety inserts 
serial marker in proper placey places charge-out in the cabinet, 
Basic data on the serial marker form 4-49 y such asy method of 
delivery and date are stamped on the form by use of a tickometer , 
Employee handling telephone duties writes supervisor ^ s namcy - room 
number and subject matter in ink. Serial marker form 4-49 serves 
two purposes': (l) to indicate serial requestedy (2) to designate 

method' of delivery y date file pulled and the supervisor who 
requested the file. 


% 

V 

Cxi 

\ 

I 


PROPOSED PROCEDURE :. Requests for files would be recorded on form g 

4r5 in duplicate , It is suggested that the form be prepared in a q 

manner similar to a Bureau abstract which is a snap-a-pack unit 3 

and the original and copy are detached by tearing off the /P ” 

perforated bottom portion of the abstract slip. If suggested ^jf ^ 
procedure adoptedy employee drawing file would be required to ^ < q 

separate charge -out after removal of the form from the charge-out ^ ^ 
back. The original would be inserted in the cabinet drawer and Q 

the copy attached to the file. It would he necessary for the 
employee to properly dispose of the carbon paper* as well as the ^ Q 




t 


i 




Memo Short to Nichols IS-IO-^SS 

Be: Suggestion if283-.57 


perforated portion whi,ch has been torp off. In this connectiony 
it is noted that it would be necessary to utilise form 4-49 y serial 
marker y to appropriately mark pertinent serials tn the file, requested. 
This is a service which we, furnish to supervisory personnel to 
permit quick and ready .access to. specific material in the file* 


For the purpose of clarity y comments are made on each 
of the following items listed as advantages by 


b6 

b7C 


(l) Obviate additional clerical operation of the preparation of 
separate routing card. 

The term "routing card" is used by 

to describe form 4-49y which is a serial marker. 

In .connection with this started ;adyantagey~ it is 
noted -that the Becords Branch prints pertinent 
data on the. serial markers by the- use of. the 
itckojiieier , The tickometer processes 3yOOO. serial 
markers per hour., .Based upon a grade GS-3 saldryy 
labor ,c,ost for the .operation is approximately 
$1,65, The other information appearing on the 
^ se.rial marker y which includes supervisor's namsy 
' - - room, number and sub je.ch mattery is placed there 

- h^' employees within each subunit, who are assigned 

: receiving telephone requests for file service, 

'.They prepare the serial markers between calls and 
in additiony perform, a variety of clerical type, 

•f - worki. Accordingly y this procedure dq.es not appear 
, 7 to be a] factor in connection wi~bh the suggestiquy 
inasmuch, as the basic information is. printed oh 
'the serial marker in volume^ by machine and the 
.supplem'ehtdl data is recorded py employees whby 
of necessity y must remain ai a desk tp handle 
telephone coverage r 


( 2 ) Increase production by; clerical personnel pulling files. 


The proposed procedure would delay substantially 
the employees engaged in drawing files inasmuch as 
numerous additional clerical functions would be 
required- on: their part. In removing the files it 
would be jiecessary to separate charge-out slipSy 
dispose of cgrppn paper ahd.^the perforated portion 




Memo Short to- NichoXs 
Re: Suggestion, 41=283-57 


18-10-56 


and in ddditighj it would be necessary to insert 
appropriate serial markers in the files. Undpr 
the. present procedure the employees drawing, files 
perform, tjoo basic functions:' (l) inserting the 
charge-out cari in the drawer- and (2) placing, the 
serial marRej; in file. Under the proposed system 
these two steps ^wouid. still he necessary, and in 
addition, -ihey would be required to appropriately 
• handle the^.^cqpy of the charge-out form. 

( 3 ) Decrease, over-qil 'iime t'aken^ j,n processing file requests. 

' i ' ' ^ 

^ ' Jf; is the^ cchsidered opinion of the clerical 

supervisory staff in Filing Unit that the proposal 
would not 'decrease processing time. In this 
‘ connection, it is pointed, out that most of the,. 
..supervisory staff, Seat of Government, co-operates 
with the Records Branch in- excellent fashio„n and 
. .when requesting files in g ...routine manner,, have ■ 
the char g.e- out slips, prepared in their own offices., 
iFhe slips .gre= then: routed to the Records Branch . 
where the. files are drawn and delivered. Invariably, - 
these requests are receive.d with the supervisor '.s. 
name and raom number hand stumped. Experiment's 
pn the abstract slip reflect that , the stamp impressions 
left on the original are not transmitted to the copy. 
Accordingly, it would be necess:ary for the supervisor 
- or- his staff to prepare all charge-outs in longhand 
or- stamp both "Phe original and: the copy , In addition, 

. it dpes not appear that pen and ink would be 
satisfactory for use in writing charge-out slips 
unle.ss a ball point type pen were, .utilisedi Also, 
in handling iafg.e specials within the Records Branch, 
when it is not '.uncommon to draw and deliver 1,000 
files, we would have to resort to longhand to. write 
the supervisor ^s name and room number-, 'Presently, 

. we use -d. rubber- stamp for both the’ name and room 
I number .on the charge -out slip, 

( 4 } Hasten the availability of files to parties requesting them* 

The suggested procedure proposes that, the Copy 
0 / form. 4-5 be attached to the front of the' file- to 




M.eitio Shor% i;o Nichols 12-10-56 

Re: Sugges-bioh =§283-57 



be delivered. Presently , ihe serial marker whi.qh 
extends beyond the edge' of the file is used to 
record delivery data.. In connection with sorting 
files for delivery as well as the actual function 
of delipering the. filesj it would be necessary to. 
physically 'handle each and every file because the 
-delivery data would be attached to the top of the. 
file. Presently the .serial marker is clearly 
jbisible to the employee handling sorting, functions 
and delivery duties and even though files are 
stacked on trucks, pertinent data is available 
•without looking at each individual file. It is 
' also noted that the delivery date recorded- on the - 
serial marker 4-49 is for the convenience of 'the 
supervi sprs who are required to, comply, with the 
Bureau ^s rule concerning the retention oj* files 
for a period exceeding five days, - With the- serials 
markers in. file, it is a simple matter' for a 
supervisor to -check files ii cabinet drawers by’ 
ref erring, to the date plainly visible on the serial 
■marker-. Under the suggested procedure, it would 
bs .necessary to handle, each file individually f 
inasmuch as the data would not he readily available. 


(s) Avoid the element of human error in copying infgrmdtiph 
from a request form, to a routing -card, thus, preventing possible 
misroutihg of files. 


.The element -of human error is involved in all 
clerical operatipnss. however, from experience, we 
have found that the most frequent cause of errors 
is the- recording of incorrect information at the 
source.,- Employees taking requests over the telephone 
cgh, of course, misinterpret ..the caller ^s instructions 
or transpose file numbers or' room numbers. This 
difficulty would, not be alleviated by the proposed 
procedure, 

ESTIMATED SAWINGS : has estimated a direct savings of be 

§13‘j446,45y This calculation is apparently based bn..^the fact b7c 
that all data on sepial marker form 4-49, is hand stamped. As 
previously indicated, the basic informatio.n is. placed .on .the. 
marker by machine which produces 3,000 units per hour. The 


.L 4 r 




o 


0 


Memo Shori -bo Nichols 12-10-^56 

Be: Siigges-bion if283-57 


calcula-bion in bhe suggestion is based on the fact that 120 
units would be produced in one hour. 

The abstract slip utilised by the Bureau is prepared 
by the Government Printing Office, The last supply cost the 
Bureau $2,50 per thousand,. On this basiSj one million such 
forms, would cost $2j500. In this connection it is noted that 
the abstract slip is too small for use as a charge-out and in 
Addition there is no printing oh the abstract slipi Accordingly, 
a charge-out form 4-5 prepared in the same manner would undoubtedly 
cost a great de.al more. The Mechanical Section advises that 
one million charge-out slips form 4-5 cost $702,07, Ihasfar 
as the se.rial markers are- concerned, the cost would remain the 
same inasmuch as we .wquld still utilise form 4-49 for marking 
pertinent serials in file, 

REGOMMENBATI ON: 


(l) That the suggestion submitted by SA 
hot be adopted. 


b6 

b7C 



Bivisioh, 


(S) 


For referral to the Training and Inspection 
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STANOARD FORM |^C4 't^l Cl: 

Office Me^Lr« 


\^\j - 0 

''l^rwndUm • UNITED STATES GOVERNMENT 


Mr, Tolson 




DATE: 


12/12/56 


FROM 


SUBJECT: 


SUGGEST ION #2£ 
Made by 
Investigative 


)xvision 


Tolson 

Nichols 

Bootdman 

Belmont 

Mohr - 

Parsons 

Rosen 

Tamm 

Trotter 

Nease ,, 
Winterrowd __ 
Tele. Room — 

Holloman 

Gandy 


SUGGESTION ; That a carbon copy of file reques i^orm (4-5) 

. . be used as routing slip on files requested in place 

ofjl tfputing card (4-4 9.. revised 4/9/56). Suggested form would 
be 'designed on paper similar to an abstract form which is 
prepared in duplicate. 

Suggester claims proposed form would: Obvia.te 

additional clerical operation in prepara.tion of separate routing 
card (serial marker); increase productiqn by clerical personnel . 
pulling files; decrease over-all jbime taken in processing file 
requests; hasten availability of files to requesting employees; 
and avoid element of human error in cbpying data from request 
form to serial marker, thus preventing possible misrouting. 

Suggester claims tangible savings .of $13,446.45 which 
is based on approximately one million file requests per year. 

Savings primarily estimated on basis that two serial markers 
per minute can be prepared by handwriting and stamps; that one 
million cards would require 8,333 hours by grade three clerk 
at $1.65 per hour. 

PRESENT PROCEDURE ; Requests'. for files are recorded oil charge-out 

slip (form 4-5).. Bnployees receiving request for 
files prepares serial marker •^ ^^rm 4-59) in connection with 
their duties. Employees pulling file inserts,. serial marker ' 

in proper place in file and places charge-out in cabinet. 

Basic data on serial marker, such as, method of delivery and 
date are stamped on form by a tickometer; supervisor’s name, 
room number and subject matter are written on serial marker, ^ g 
Serial marker serves two purposes; (1) To indicate serial v Oj, 

requested; (2) to designate method of delivery, date file pul^d^ 
and employee who requested file. , 8 

OBSERVATIONS ; Records Branch, Records and Communications Division, 

3o^es not consider suggestion feasible. Objections to 
pf^pjgosed form are summarized hereafter (de'tails set forth in 

icc Personnel] file of I (o (o ^ ^ 
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Memo Q,. Tamm to Mr* Tolson 
SUGGESTION #283-57 


in memorandum from L. Ei Short to Mr, Nichols, 12/10/56); 

Date and method of delivery are printed by tickometer oh serial 
marker at rate of 3,000 per hour, which represents a labor cost 
of $1.65; employees writing supervisor’s name, room number 
and subject matter on serial marker prepare same between 
telephpne calls, in addition to other clerical type work; 
proposed procedure, would delay substantially the employees 
engaged in drawing files as it would be necessary to separate 
charge-out slip, dispose of carbon paper and perforated portion 
of form, in addition to inserting the appropriate marker in 
file; proposed procedure would not decrease processing time as 
many requests for files are received with supervisor’s name 
and room number stamped on request and experience with carbon 
copies, where rubber stamps have been used, ref lectj stamp 
impression on original are not transmitted to copy, which « 
would mean supervisor would have to handprint name and. room 
' number; as Records Branch also uses rubber stamps, it^r would /He' 
.necessary to haiidwrite original request; present use of serial 
marker facilitates sorting of files for delivery as marker is. 
clearly visible to employee handling sorting functions, which" 

* ; would hot be true of proposed form; experience has" shown that jthe ’ 

^ most frequent number of errors in recording incorrect information 

* on file request results from misinterpretation of the callers 
instruction on telephone, which would not be alleviated by ' 

V proposed procedure, ' - 

" Records Branch points out that estimatedt-savihgs is 

apparently based oh calculation that .serial marker is hand 
- stamped. It is to be noted that they are no.t hand stamped but 
are processed by tickometer at rate of 3,000 per hour, (Suggester 
estimates approximately 120 markers, would be produced in one 
hour.) Further, abstract, slips cost Bureau $2.50 per thousand, 
thus one million would cost, $2,500. Suggested form would be 
larger than abstract and undoubtedly would cost more than 
$2,500 per million. One million charge-out slips cost $702;70, 
Cost of serial marker would remain same as it would be necessary 
to use such marker even though suggestion was adojpted. No 
savings \ttould be had by using proposed form. 

RECOMMENDATION ; That suggestion not be adopted. 
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TO 


t Mr, Bo sen 


FROM, * G, A, Evans 





f* 

idUfK • UNITED 




GOVERNMENT 


DATE: 11/28/^6 


Teboo — 
Bovdiian - 

Nichols 

Belmont _ 
Hatbo 
Mohr. 


6^ 


subject: ^ SUGGESTION TO STREAMLINE 
G OP FIXES 





SUGGESTION #283-57 




Tinterrowd_ 
Tele. Room , 
Holloman _ 
Gan 


/ 




(U 


There is attached heret o for QQnsidQration a 


of the 



suggestion proposed by Supervisor 

Accounting and Fraud Section, the object of wtiich is to 
expedite the routing of files. It is estimated that this 
suggestion, if adopted, will save the Bureau approximtely 
|13,000 a year. 



REC01#ENDATI0N 


z' 


It is recommended that the attached be forvreirded 
to the ‘Training and Inspection Division for consideration 
and should the procedure outlinedtherein be implemen ted 
consideration should be given to granting Supervisor] | 
an appropriate ‘incentive cash award in view of the attendant 
savings, ‘*- 


Enclosure 

1 - Training and Inspection Division 


I 

vf!-. 

VKI 

\ 

\ 

\L 


AJM:DC 

(6) ./) P 


f 







recorded;^ 86 / / 
lND£XLfJ,-Si^ ^ 


CuM. 

64'JA'N 81957 





iO DEC^8i» 







Employes S*ggo"suon 
FD-2S2 Ol-H-SS) ' « 




JlF3-r, 


Employee assigned to (Div|slO|i)^ 

Director, FBI (Grade 1^3 Investigative Division 

SUGGESTION j.j. suggestsd a carbon 'copy of the file reqiie st^4prm 
be used as a routing slip on files requested Instead of separately 
preparing a routing card (#f-^-9j Revised 4-9-56) for attachment to files 
routed. The suggested request form would be designed on paper in a 
manner similar to the abstract form (Government Printing Office; 
1955-346897) which is filled out in duplicate. When separation of the 
original and the copy is desired, tearing off the bottom edge along the 
perforation will pull out the carbon paper for disposal; then, the 
original and copy of the form will be- available for their respective 
uses. The original of the request form may be filed to show the file 
is charged out as at present. The carbon copy of the request form 
may be paper clipped to the file for instructions as to handling and 
routing of the file. 

Current practice or nile (Include manual citation as wen as facts) Only One COpy Of the file TeqUeSt 
form is made. File clerks must prepare a separate routing card by copy- 

Advantages of suggesuon suggested US6 of a Tequest forffi in duplicate would: 

(1) Obviate additional clerical operation of the preparation of 
separate routing card. 

(2) Increase production by clerical personnel pulling files; 

(3) Decrease over-all time taken in processing file requests; 

(4) Hasten the availability of files to parties requesting them; and 
(5^ Avoid the element of human error in copying information from a 

request form to a routing card, thus preventing possible misrouting 

af iijL^es . 


j0^ > r y 



^|»nual saviWs (Si?sw"bds,n for e^trinato) Tangible savings per year are estimated at ^ 
$13}446.45. vAlth6)Agh over a million files are requested per year, this I 
estimate was ponsefvatively figured on one million file requests. (.See 
Page 2 for basis of estimate) ‘ O 

Intangible savings resulting from increased speed and efficiency 
in operation is inestimable, but should amount to at least anot" — a-,-, ^ 






o 



CUBRENT PRACTICE 


In the preparation of separate routing card by a file clerk, 
the information to be copied from the. request form includes hand- 
writing in ink of the name of the party requesting the file, his 
room number and the name of the subject of the. file; also included 
are rubber stamps of the date, manner to be delivered (special, next 
delivery or regular) and a stamp indicating whether the file is to 
be checked with recording as being up to date. 


ANNUAL SAVINGS 


In, connection with the computation of tangible savings on 
one million file request forms, the cost of paper and cards together 
with printing of both the present file request form and the routing 
card v;as estimated by the Mechanical Section as $2,175*^0. The cost 
of abstract forms together with printing of a million suggested forms 
was estimated as $2,^78.^0. While the estimated cost of the suggested 
forms would be $303*00 in excess of the cost of the present forms, 
savings are effected by the reduction in estimated labor cost of 
$13)7 h-9*^5j which offsets the excess material cost and results in 
a net savings of $13,¥f6.^-5. Such labor cost was estimated on the 
basis that two routing cards per minute would be prepared by handv/riting 
and stamps; one million cards would require 8,333 hours; and the 
average grade three clerk cost would be $1.65 per hour. 


/ 
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4-5 (Bov. 5-10.-56) 

r ■^,,,1 

Number * * Serials UTD 


Section From * To ICopy 



Special Next Delivery [Regular IClerk Transfer 


File Out To 



Room 

Date. 

Subject 

• 

' y 


TO BE FORWARDED 


Room 


Name 


Subject 
















Dltactor, FBI 
SUGGESTION 




From: 


S, E. 



January 1957 

Employes osslqned to (Division) 

Los Angola s^, Calif orniaj 


To; -recognize) pending files! iramediat&ly from closed files', 

(S^ attached examples) 

A) ^ed_colored file fronts to denote ’’Pending file”; this file cover to 
he flipped over and used on the other side when file is closed, (the 
other side of the file will, be the regular color that is, now being 
used, ) 


Rlec. , - 

Current practice or rule (Include monuat citation as well as (acts) „ 

Both pending and closed files- are of the same colpr ^d only differ 
being that the pending file is noted, with th® agent a name and date f 

1, It will, shov; a ’’flash” to all personnel that comes in c 

the pending file , , ' 

2, ; It will, speed the. handling (sorting) of the files'^ 

3* It will keep pending files from being misfiled in the-'c 

section. 


Dlso^ont^qes of suqgestj^n ^ ^ ^ 

1,) Cost of 'put-fcing a^red t^^ ink oh file. 

Annual Savings- (Show basis (or esiln^te)- REG.ORDED-S?" go j£^i957 

No savings;;, this suggestion is. for efficiency, * 




M'J22 

of my suggestion shall not (om 

‘ceim.. a 


(The,use by the united States of my suggestion shall not fonn the basis of a further claim of a^y nature by m- 
assigns upon the United States) I 


Signature and Tltie'ot Suggester 


Recommendations-and comments of Division Heod^ v 

The basic idea is good. Considerable time would be saved in the sdrt 
ing. of .files: misfiles ..in pending cases in^closed\ section^ couM. be easi 
spotted. However, It is nbt feTc the nroblera in tnls of^ice-^aa /serious 

61 Imn 15 i5^57 ^ -Speuj^r^ftgent-i 









STAMUKD rORM NO. M 


D 


C 


Office lSAsmwandum\ r. united states government 


TO 


F&OM 


SUBJECT; 


Itr. Tolson 


Q. 




■DATE: 


2/14/57 


O 


1 


SUGGESTION fy35Q~5,Z 
Made by \_ 


b6 

■b7( 


Los Angeles Division 


Tolson ■ 

Nichols 

Boacdmon __ 

.Belmont 

Mohr.^ 

Parsons 
Rosen 
Tamm 
' Trotter 
Neose 



SUGGESTION: 



xTile fronts, be used to distinguish 
(T files. 


pending ^rqm clos4d'^ files. One side of the file front 
would be red' to denote that the file is pending and the reverse 
side would be the usual tan color to flag the file as being closed. 


Wlnterrowd — 
Tele. Room _ 
Holloman _i_ 
Gandy 


PRESENT PROCEDURE: 
Illes. "" 


Same ^ile covers ^e used oh pending and closed 
The only difference is that the pending file is 



noted with the agent's name and the date the file was opened. 

ADVANTAGES STATED: Will speed up sorting of f ilea and will keep 

pending files frokv being, misfiled in the closed files sections 

OBSERVATIONS : SAC llalone, Los Ahgeles, believes Jthe basic idea is 

good; however, » he does hot’" feel the pr^ in the Los 
Aggeies Office is serious enough to warrant the expense involved, in tits 
changing the present, system. ' . - i 

'y'V* - I*. V . - >r-’ 

Administrative Division advises that/reversible file fronts 
can be obtained under the Federal Supply Schedule at a' cost of $34.26 
per thousand or $6 .'74 ’per thousand more than thejre^lar fronts 

new being 'used. 4,-' ' \ 

^ ' -- 

Mr. Walkart, .Records and Cdimnuni cat ions Division, recommends, 
unfavorably. It would be necessary to t^V the, file numbers and' other 
information on both sides of the cover-i ' It has been found that file 
covers need replacement sooner if used oh a reversible basis since they 
are. bent in both directions and tend to tear just below the Acco 
fastener. 

Training and Inspection Division recommends the suggestion 
no-t be adopted. It is not felt the additional cost to obtain 
reversible file covers, is justified. 

REGOHDED-87 ^ 

That the suggestion not. be ladbpte'dt^ 




RECOMMENDATION; 




1NDEXED-87 


cc 


50 

Personnel f ilfe'^od 




7 J957 



m. 


\ 

with copy of suggestion form, 




E!3^liYo®*^^9estlon 
FD;2S2 (U.J4-5S) 

«r 





• ^ 

1301© ^ 

March 5, 1957 

To: 

Director, FBI 

From: 



Employee assigned to (Division) 

Division 6 


SUGGESTION 


That each office maintain a ^op; fog the purpose of liatinK the^f il e ^ 
number of fil es re ceivod from Record Section* When the person 
requesting has fihlshea his review, he should note on log 

final disposition of file* 


Current.pracUce or. rule (Include manual citation as well as facts) Files are- received from Record Sect! 

and noV record is -kept as to disposition of file* Locate clerks, looking 
for f ile^ask Agent/ if he has received file and what disposition made of 
-ill e ,— thu 3- w a3i;ija g -- Ag e n hls-iti m eL-- an d-J. oca . t e-c l e rk ls,4- 

_ < rm_ jt ^ _ ___ _ ^ ^ , a X* - 


bn 


, t 

I 

\l 

0 


Advantages of suggestion TOiis ,v^ould, save time fou both Agsut , all ottier personnel, i|d 
off ice. and aiso. ;.ic)oate' cierksi It would also give a lead to the locate, 
clerk as to ‘where to 'look for the particular file, would increase their 
production rat^;. and provide better service for everyone concerned* 




Imc 


Disadvantages of suggestion 

None* 


Annuot Savings (Show basis fo^stimd^) A trial test was run 






- 2kL 

Annual Savings (Show basis fo£<fesii^^) A^^trial tsst was' ruh whers 26, files wors listed, 
clerk looked for a certain file which took 2 3/h minutes to find this fij 
Same clerk took_13 secorids to check a log and find the file* Based on J 
hours for clerk actually looking for files shows a savings of *08^ of ij. 
hotirs or 19*20 minutes/’ in I hour you save 1 hour and 16 minutes a day# 

(continued, page 2) 


le. 


53APR18135f 


jMr. 





(The use by jhe United States of my'suggestion sh'all'ndt form the basis of a fur^J^jr clafm^of ^ny nalurejby mo.jny 
assigns upon the United States) IMD^CD ~~ iS — Z2 — ;i_sa U — sat— 

I JMrs. 


Mhs' 


Signatul/^and Tfflo'of ^uggeste/-^ 


Recommendations and comments of IXXXSSKSmX SOCtion Chief UOd DiVlsiOU Head! 

I am opposed to this suggestion since it merely aets up a requirement 
for keeping a log of files which duplicates existing procedlCPbs and 
[places an unnecessary burden on each supervisor. >#Mqsribf<>f,Athe file 
[ (See next page) ^ 


**WeO.** ^ ^ 




'Ol- 





clerk at $1*53 an hour would save a little over $1*90 a day or §9*50 
a week? p2 weeks times $9*50 equeCLs savings: #ii-94 pei* year per clerk 

30. locate clerks savings: ^13,920# 


Reconmehdations and Comments (continued): 


after handling, are placed with outgoing files. Those few files 
xihlch are sent to another person in the Bureau are logged' on. the* 
Transfer Desk. This procedure, would still not relievo the . 
locate clerk of the rospohsibility for physically checking-. ^ 
.ofl*dhes f on files. Claimed _ savings would be .^eatly '^'icceeded by 
cos.t of maintaining required records. 

\ ‘ P.. L. Ih*ice, Section Chief ^ * 
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FD-252 (Iti-U-SS) ' * 


I ^^^Ireclor, FBI 
[3 SUGGESTION 




3/2^M 

Employee assigned to (Division) 

DALLAS 


^That Bureau adopt printed form to serve as .cover sheet in all 
oJ y files’ , . Cover sheet to be maintained as the top, unnumbered 
serial in each file, "Serial Number", "Type of Communication", 
Date , ’From", "To", "Copies" on this form should be filled out 
by filing clerk as each serial is filed. This will serve as a 
description Snd location of each serial, "Remarks" v/ill be used 
by supervisor. 


Current practice or rule (Include manual citation as well as facts) 

When all copies, of certain serials are charged out, it is necessary 
for clerk to describe serial on back of charge-out slipi When Agent 

or supervisor revievis file for appp-lfln inf n-pmati nn^ — j.t— IS-U Sl^alXy 

:2««iK)H«x2fflst9fiK3t«« necessary to search the file for certain serials, 

nvunbers of which are unknown, a 

^Advantages' -of ^Suggesbibh I 

L) The cover sheet would serve as ready index to each file, vjith I 

description and location of each serial in file, 

2) V/ould save clerical time in describing serials on charge-out slips,: 
y It should be noted; JLt is sometimes necessary to repeat this prac- 
\ tice several times with one particular serial, ^ 

\ (See next page) | 

Olsiidvantagos of suggestion S 

L)^Time spent by clerk to insert brief description of serials , in | 

appropriate blanks, which is minimized by fact that serial willy | 

not have to be described again on charge-outs, ' | 

(See next page) / / j) ff - 

Annual Savings (Show basis foc.esttmate) ^0 6 ^ ** f 




ei^1957 

* 7 *^ ^ empl*s r— — »' ■ ■■■■ ■" » 

(The use by the United Stat^ o£®y suc^esfliiA shall not form the basfesf a f^rU^jTyClalm o( any nature by mo, my heirs, or 
assfgnsupp^the^Jj^p^^^epJ^^^'^ ^ A y? 

Imf. I l urs. I Llss 


•'“^R~5>S-195-7 



0 


o 





’Mvant'ages' ^'of ^'Sitgg'e 5'ti‘on 

3) W.ould cut Agent *s time in revieviing files or searching files' 

. for specific information. 

4) Would enable supervisors to have complete picture of file 
contents, when file is stdLpped or several serials charged out, 

5) Would cut supervisors time in revieviing and searching file, 

6) "Remarks" "to be used by supervisor, would serve as a flag for 
, notations such as "Stop Notice", "Compl^ht Filed", "Armed 

and Dangerous", "Le^s", "info. only", etc. 

7) References on incoming or outgoing communications could be 
, easily located. 

8) . Agents in dictating could reference serials by number and 

. thereafter, it would be unnecessary for stenos ' to search file 
for those particular serials, as they viould be described on 
cover sheet. 

9) It is estimated a great amount of time could be saved through 
. the use of this form. 


Di‘s'a:dV^fa'ges~ -~o'f ■‘su'gge'sti'oh 

2) Fact that files with only two or three serials would not need 
. an index is recognized, hovjever, files of this t 3 rpe are often 

stripped of all serials, 

3) Cost of printing forms, .which is not available. 
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ro«M NO. w 


'ffice MeiWftMdilM . • united states government 



TO 


FROM 


Mr, Tolson 


Q. T^nm 



C 


Ik 


as 



4/10/57 


SUBJECT: 


SUGGEST ION #499-57 
Made byf 
Dallas Division 


b6 

b7C 


Tolson _ 
Nichols . 
Boardmon 
Belmont 
Mohr 
Parsons 
Rose) 

To 
Trotter 
Nease 


3nt 1 


7^ 


SUGGESTION: That a74s^.er-shee_t.,.j, u ns.eiiiali.2e d. be maintaine d_as_.j . 

the, t op ser ial ^ inlleach file. Fprm to contain 7 columns 
for identity of serials contained; iia file; columns are: Serial 

Number; Type of Commundiation; Date, dfilCommunicat ion; ^om; To; Copies; 
and Remarks, The first 6 columns should be filled' out by the file clerk 
as. each serial , is placed in file to show description and location of 
each' serial. Remarks colu^ should be used by supervisor for use. as a 
flag for notations such as stop notices complaint filed, armed and 
dangerous, leads or for information, (Sample attached,) 

^ADVANTAGES STATED : Employee believes ih&^ CSver sheet, will serve as a 

ready index jbo. each, filg; would save, clerical time in describing 
serials on charge-out slips as it Is now necessary to descjcibe ^a s.erial if 
all copies, of that particular serial are charged out. It wo.iiid saye time - 
in reviewing files or searching for specific information. 

DISADVANTAGES STATED ; (1) Time would be spent by the clerk inserting 
^ a briefi:.description of the serial in appropriate blanks. 

(2) File containing only two or three serials would not need suggested 
index form as these files are often stripped of all serials. (sX Cost 
of printing forms, ' - - - 

OBSERVATIONS ; SAC -Murphy, Dallas ^ considers suggestion to have merit in \ 
major cases and in cases, involving numerous volumes. Howeveiv, 
under average circumstances, he does not believe the suggestion is practfcalj 

Training and Inspection Division also considers the suggestion 
impractical as it would create a terrific amount of duplication and would 
involve a great administrative burden. The few cases in- which this form 
would obviate the necessity of describing the last copy of a serial being 
charged put would be vastly exceeded by the number of serial descriptions 
required by the form, most, of Shlch' would never serve any practical 
purpose. In very few instances would the suggestion, be advantageous. 

The disadvantages bf. this suggestion greatly outweigh'* any advantages ' 
that could possibly be realized,*,? /;.* 


Wintenowd 

Tele. Room _ 
Holloman 



RECOMMENDATION: 


That suggestion not be adqiited 

Enclosure 

of 




APR 

cc - Personnel 






e of 



(sent separately) 





COVER SHEET 


SERIAL TYPE OP DATE OF 

rJUMBER COrmilCATION COMMUNICATION FROM TO COPIES 


REMARKS 







STA»«OARD FORM NO. M 



-m 0 




TO 


FROM 


SUBJECT; 


MR, NIGHO^ 

Jt, E, 

SVaaESTION # 64B~S7 

REOORB3 BRANCE STREAMLIEim COMMITTEE 


DATE; 6-S-^7 


Tolson _ 
Nichols . 
Boardmon . 
Belmont _ 
Mohr 


bo 

b7C 


SmOESTIOE i 
Review and 


O 

08~4 employee of the File: 
has suggested that Special Agent 


Pcrs(ms''a__ 
Rosenl,..A<<. 

:: 

teL^ 

Neas^ig.^ 

Tele.feoom _ 
Holloman 

^ 


Research Waits 

|£fuperi?isors^ who receive files and have files charged to them^ 

I maintain cil a.oa of the fi\es , they have handled, ^ She recommends 
that thefe logs consist of a file number, the\identity of the 
employee who may have borrowed the file, and the time that the 

file was returned to the Filing Unit* \, <. , I / ,t“' 

1 p y . ; - 

PRESENT PROCEDURE : Supervisors who have files charged to •fcfegmS »Parv/s6rs 

are required to transfer the file if other supervisors borrow • 
the file* On some ocoasions files are not transferred creating 
locates for locate clerks who are attempting to find such files, 

ADVANTAGES : The employee states that locate clerks would be able 

to check such logs and locate files much more quickly* Agent 
Supervisors would not be interrupted as frequently with inquiries 
by locate clerks, 

CONCLUSIONS : The employee* s suggestion has been the subject of 


surveys in the past and has been found not to be an improvement 
over the current transfer system. Difficulties in the transfer 
system would also appear under the suggested procedure, 

REOQMMENDATI ON : 

(l) Unfavorable. 


( 2 ) That this suggestion be forwarded to the Training 
V and Inspection Division for acknowledgment* Enclosed letter 
Wepared Training and Inspection Division, 
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Office • united S':^es government 


TO 
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shorS 
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j^y^^Ot 9 Ch ^ wmy m 

yr* Nichols Y^. 

J Boardman s— 
Belmont. — 



SUBJECT: economy suggestions - RECORDS 
RECORDS AND COMMUNICATIONS 

SUGGESTION #688-57 

In line with the Bureau^ a efforts to economises the 
following suggestion, is submitted bjf'^the Records Branch: 


mvted 

i.te Xi^char 




Suppestion : That the comple.te f^e charge of files be conducted 

quarterly rather than every other mon-6KT~ At the pre.sent times 
supervisory personnel in all divisions throughput Seat of 
Government are required to list the numbers of ahl- filep in 
their possession on the last Friday of every other month. 
Personnel of the Filing Units Records Branchs. Hhen determine 
whether all files are either in the cabinets or accounted for 
by charge-out^ Labor cost in Filing Unit alone for th%s 
operation is estimated at $500, This figure -does not inclucLe ‘ 
time spent by personnel in the: various divisions in recording 
the files in their possession. The annual cost of this '~~-v 
procedure in the Filing Unit is estimated at $ 3 s 000 . By 
conducting recharges on a quarterly basiSj $ls500 in labor 
costs would be saved. 



Savings : $1,500, • , * 

Disadvantages :' Suggested procedure would, possibly increase 
locate work inasmuch as some of the difficult file iocdtes^ ~ 
are found when recharges are submitted to the Records Branch, 






RECOMMENDATION: 






LES:fk:dm 

yitulO 


That this suggestion be approved^^' 

O ' 0 ^ ©-12.T1 - 2 ^/>ff 


\ 


i 






ADDEteuM: :(tig^jmr) 5-^57 The foregoing 

' ' "i^sly approved by the .Executives 


suggestionryTas^hn^: 








P20F03S1) 0Bm^2 ur 
mnUAL FQ2. ZtU3EAU C^PEntlCQDS 


Gjt -the iaai Friday of each third noTith^ opeciftcally 
February s luyasta and novoTzhor 3 each Asoiotant Mr oct or 
ia roDj^cuaiblc for -the preparation ef an inventory of the filec 
in hio di Vi ai eh, Thin inventory -in to repo'rt the files in the 
division as of QsDO A»1S, and rJust. reach the Filing Fnit of the 
r.eaords Branch- by If 00 Bach file in the possession of a 

supervisor over 5 days r.uot be identified by an aotcrish^ This 
inventory is suhiitted on the recharge sheets (For:s d-^) of the 
Filing Unit of the Be cords Branchs 



FHF: vmkA^ 
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^Aetnorandutn • united states government 

m. moEOLS 


TO 


FAOM 


SUBJECT; 


DATE; 6-21-57 
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L. E, SHO^U^ 

SUGGESTION^ 733-57 

EECORBS BRANCH STREAMLINING COMMUTE^ . . 


b6 
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TELT^ 
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Nichols _ 
Boatdman . 

Belmont 

Mohr I 


arsons ^ 

...■ y Qnosen 

/''^ |Tamm 

ITroUer 


SUGGESTION 


fleose 

^ i^ele. Room . 

GS-5 employee of the Correlation 


Unity has suggested through the Streamlining Committee that when th 
General Index Unit calls for a file to check the file number of a 
Apiece of correspgndencej the file be attached to this correspondence 
when it is forwarded to the Numbering Unit by .the General Index Unit 




CURRENT PROCEDURE S Occasionally , correspondence is checked inf 
Numbering Unit abstracts in order that the serial number may be 
determined and placed on the piece of correspondence , In some 
instancesy there is no tab card in the Numbering Unit abstracts 
to indicate what the next serial number should be. In these instances 
the correspondence is sent to the General Index Unit to be searched 
through the .gen‘efd'l indices. On some occasions the General Index 
requests the file but when the mail is returned to the Numbering 
Unit the file is not attached. The Numbering Unit must again 
request the file so that a tab card can be prepared, 

ADVANTAGES : ^Employee states that time would be saved since repeat 
requests would noi'-be made for the sjame file. In additiony active 
correspondenpje would be processed faster, 

SAVINGS : Savings are believed to be_, nominal since the situation 
which this suggestion is designed to correct does not occur very 
frequently. 

CONCLUSIONS : Adoption of this suggestion is recommended. This 

procedure has been utilised in the past and found to be successful. 


RECOMMENDATION : 

(l) Favorable, 




i 


/eCOROEO - 40 ^ c^3/f 







JUL 8 1957 


(2) That this memorandum be referred“TU^th'e Training 
and Inspection Division for acknowledgement. Enclosed letter prepared 
by Training and Inspection Division. 
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SUBJECT: 


L. E. SHOR^ 




PROPOSED CHANGE IN MANUAL 
FOR BUREAU SUPERVISORS 
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^,,.-^0500 
(iTamm 
X wrotlet 
Neose 




Suggestion number 688-57 submitted by the Records 
Branch sugg^^^ed that the present procedure of a complete 
recharge of ^iles every other month be changed. It was 
suggested that a complete recharge of files be conducted 
quarterly, at which time supervisory personnel in all divi sions 
throughout the Seat of Government will be required to list the 
numbers of all files in their possession on the last Friday of 
every third month. 

The suggestion was unanimously approved by the Executives 
Conference on May 29, 1957, There is attached a revision for the 
Manual For Bureau Supervisors reflecting that the complete recharge 
of files will be conducted the last Friday of February, May, 

August, and November, 

RECOMMEND&ON: 

That the attached revision be forwarded to the Training 
and Inspection Division in order for thd revision to be made to the 
Manual For Bureau Supervisors, y 

(3) 

Enclosure 


Tele- Poonr — 
Holloman ^ 
Gandy s_ 
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SAC, Pittsburgh (C7-240) 


My: 5, 1057 




Director, FBI 


BUGGBGSiOIl C^5fG72-57) 

FILM mm oP MnniF fiiiIKG 

_[» a m 


6 



U cmi 


Dcurlbt G/4/57 an4 Bulot 6/17/57 concorhlng the 
suggestion tsadc by the two CDploycoo laontlonod aboVo. Tho 
suggestion has boon carefully studied by tho JDUroau^o Hocords 
Branch and the Mani Field Division. It was concluded that the 
ouggestiDa Should not bo adopted as tho advantages claitsed in 
tho suggestion arc not sufficiently great to donpenoato ior tho 
disadvantages which would result, lib’ iurthcr action should bo 
tahon by ypur office to use tho suggested .dcthod bf proparing 
file covers. 
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Ifsent separately) 

(sent separately) 
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:!8 m.mrn 


Based .on .nen)o, :Q, Taiiim.to Mr. Tolson,. 7./2/5gBBaie,..!!SDEOT l6K 
#672-5%, 


ptase,— 


laaiy. 


K ‘1 
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6/17/57 


SAC, PITTSBURGH (67-248) 




BIRBCT^R,' PBl, 


SUGGESTIprr0672T^ 



HlilNG SYSTEM>^PEN- SHELF FILING 




'f* 


CLERK - 

"*** Vl#XjlXiUJt1UMfc» 


and 


Reurlet 6/4/57 subm itting the; suggestion :made by 


Ipf your o^e. For your infOTmation, 


b6 

b7C 


the only Bureau Office presently usbg th^^^nHsJ^Kj^MteK^ the 

Miami Office. The Bureau is taking a stmv#* ^Seat of Government and 
Mami relative to the suggestion. Until such time as the final determination; 
„iS made, after the completion of the survey, no action should be taken by 
your office to place &e Suggestion into effect. You will be further advised^ 
as to the results of the Survey. . " 


WWW:Boc? : ' ' , . - 

NQ'^. Admin^straUve^Divisioh has adyise^' that the Miami Offic^^^ the 
pidy office presently using the open-shelh Ming syste^^ Training, and 
Inspection|]bivision will obtain views and recommendations of Recprds 
Branch nnd the/Miami Field’ TOe Pittsburgh qM 
authorized by the. Bureau to sCcure bids' relative to the installation of 
the open-shelf Ming system^^ 



' Tolson.. 
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' tiotier*_ ^ 
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Bmploy6e<Sxgqostlon 
FD-2S2* (n-H-SS) 


0 


" 9 - 5-^7 


Director, FBI 
SUGGESTION 1 


Chief Clerk 


Employee assigned to (Division) 

KNQXmLE 


Jae, printed on both sides so that they could be used 
twice'^ as fronts ■without erasure or ink eradication* These once-used fronts 
■would be particularly adaptable for use in closed file repair urork and con- 
solidations ■where fronts are not removed and replaced on a day-to-day basis. 


Rj« 

Current practice or rulo (Include manual citation as well CO loots) In keeping -With the Bur.eau'S Continuing 
econcmy program, both fronts and backs released on consolidation of closed files 
into volumes are retained for re-use as backs unless they are too' badly •worn or diri^ 

Advantages of suggestion 1 ^ (CT 

1, File fronts could be used •fc^vLce as fronts and many •vrould still be good enough 
for subsequent use as backs af'fcer all .numbers marked off ^per sample, f J 

2; Both space and econcay would Be served in re-use of file fronts, as fronts, 
space would be occupied by accumulation of used materials for file backs. Fronts 
would move out more rapidly and supply would remain mcwe or less constant due to ^ 
the required periodic consolidation of dosed files into volumes. Security -type 
files are not subject to consoliiiationi therefore their closing vrould release no 
fronts. All others, hovrever, ^diiild eventually become available again* 

3, Possible increased cost cf two-side printing would be more than offset by f 
estimated liO to k$% decrease in overall quantity" of cardboard stock needed annuai:| 
by the Bureau for file fronts* . ‘ . j 


Oisadvonldgcs of suggostion 

Any confusion ■that mi^t arise in ■fche event a front were replaced iTrong side up 
on a file could be avoided by s'briking out the numbers on ■the used side, "with a 
felt pen at the -time the front is. released from first use. 


Annual Savings (Show basis for estimate) Duriug a >6 Cent 12-mbnth period KuoxvlUe dosed h977 cases 
of ■sdiich 169 were sedurity type cases. Of tiie total cases closed* were instancf 

where the file fronts would be released and were security type cases wherein ip.i 
fronts would not become available. Based on an estimated cost of '2C per file fron't, 
this would amount ,rbo a saving ’.|.o, the Gorommen^b of #96.16 for the Knoxville Office 

Cf Bu'reau-'wlSe percentages . Sbbstantial sav-incf -- 


i»)«W4Pt*j«aKi ! i ! IiBm I III I I'l 


(The use by the United States of my suggestion shall hot form the basis of a fjir 
assigns upon the United Stoles) ^ .. ciLilA 

I I Mr. £ Uts. IZ^3m1ss 
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SUGGESTION #286-58 

RECORDS BRANCH STREAMLINING CmOlITTEE 


SUGGESTION i \_ 



^ ‘i S /{ r 


<r// 


Tolson __ 
Nichols — 
Boardman . 
Belmont _ 

Mohr ; 

Parsons 
sen . 
^mm . 
rotter 
Nease. 


a GS-5 employee in the 

File Review and Research Unit, has suggested that administrative 
’'iles have compressors used with the acco fasteners'. ^ 




frele. Room 
Holloman 





I2l 




’NT PROCEDURE S Several years ago in an effort to conserve 


space inpstorage of records 3 compressors were taken off the files, 
^ployee states that with the compressors removed the prongs of 
the acco fasteners frequently catch on other files. 


CONCLUSIONS : Adoption of this -suggestion is not recommended since 

to do so would increase the space requirements of the Records Branch 
for the storage of files. The presence or absence of compressors is 
not a factor with respect to the position of prongs of the acco 
fasteners. The most recent type of compressors furnished with file 
covers do not include devices for the looking of acco prdngs. It 
has been common procedure for employees f fling mail to bend the prongs 
of acco fasteners outwardly. To handle in any other fashion would 
take a considerable length of time and would increase the cost of 
filing correspondence . Compressors are used only in those instances 
where file sections become thick and they are necessary to hold the 
file together. 


RECOMMENDATIONS : 

( 1 ) Unfavorable. 


r ^ 




( 2 ) That tHis memorandum be referred to, the Training and 
Inspection Divisiopr for acknowledgement. Enclosed letter prepared by 
Training and In§p^tion Division. s 

r/ 
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SUGGESTION S239’-58 

RECORDS BRANCH STREAMLINING COMMITTEE 


eTaVn»n<^ gp 


SUGGESTION: 


GS-8 Nile Supervisor of the 



Poisons 

loosen — 
Tamm 11. .^ . }*^ 

rotter ___ 
Nease 


Tele. Boom 


b6 


Filing Uniij has suggested through the Streamlining Committee^ thaf 
the Name Check Section of the Investigative Division be permitted L 
to retain files_^t or^J!WJ) days bevoncL.Ahe...Qur.r.ent fj.v.e-’lda u^ limi±,. 

The purpose in retaining the files the extended tine is to permit 
the filing of serials which have been r emoved to be photostated or 
for dissemination purposes, \suggests that the employees 

removing the serials from file also be assigned the duties of 
returning these serials to file, -^K-^ hlo Uv\'i I 

CURRENT FROCEDURB : Three employees trained in the removing of 

serials from files are regularly assigned' to remove correspondence 
from files to be photostated , for dissemination purposes. After 
the material is removed from filej the file is returned to the 
file room. When the correspondence that has been photostated is 
no longer desired for the above purposcj it is returned to the 
Filing Unit for refiling. 


Holloman _ _ 
Gandy — ^ ^ 




CONCLUSIONS : Recbrd.s Branch does not favor adoption of this 

suggestion. If tiio files were retained in the area occupied by 
the Name Check Section^ then additional cabinets would be needed 
to house those files awaiting the returning of serials which have 
been removed. Additional employees would have to be, assigned to 
the Filing Unit to accomplish the return of serials to file, To^^ 
keep the files out of the file room an extended period of time 
would materially increase the number of locates. In excess of t^ 
200 serials are removed daily. Under the current procedure the^ 
return of these serials is diversified among the six subunits of 
the Filing Unit, The suggested procedure is believed to be 
unwieldy and uneconomical. 


RECOMMENDATIONS : ^ ^ 

( 1 ) Unfavorable, • 

OCT 2 1957 

ajfio2^ ^ 

( 2 } That this memorandum be referred to the Training 
and Inspection Divi^sion for Enclosed letter pr^ared by 

Training^d Inspeg/;^)^ Division.^j^l^^ ^ ^ ^ 
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UNITED StSTES GOVERNMENT 

DATE; 9 / 30/57 


0 . 

”^/ / J). ^ 

smaESTXON §233-53 

RECORDS BRANCH STREAMLINING COMMITTEE 


SUGGESTION: 


J^vevrmenij having occasion "to use Buveau files be advised 
Mot to mark ihe names in file in^gmLJPAV^ since certain 
markings have a specific meaning to Ulya'S in the Records ^ 
Branch. Unauthorised marking may appear similar to markings 
used by Records Branch employees . 

CONCLUSIONS: Records Branch does not favor adoption of this 

suggestion . While the content of the suggestion is worthy , 
there have been very few instances in which difficulty has 
arisen over unauthorised markings placed on Bureau mail. It 
is felt that those instances can be better handled on an 
individual basis.- 

REC OMMENDA TI ONS : 

(I) Unfavorable. 
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a GS 6 employee in the 


Unit, has suggested through her streamiimng | 

that all versons at the Seat of 



( 2 ) That this memorandum be ref erred to the 

fo 


Training and Inspection Division fo-^ acknowledgment 
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UNITED STATES GOVERNMENT 


TO 
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DATE; 11-8-^57 


ShOM 


SUBJECT: 



SUGGESTION §317-58 

RBeORDS BRANGH STREAMLINING COMMITTEE . 

°Fil^ 

SUGGESTION : ® former ’employee of 'the Tiling 

Unit currently assigned to -the Identification Bivisiop^^as 
suggested through the Streamlining Committee , thaJ ^j^^rru gated 

he pJ^eJ^.,onJhe^sh^^ 

ABVAl^TAGBS : Employee, states that two employees are required to load 

a cart with file's. One employee holds the row of files uo whil e ah- 


Tolson __ 
Nichols - — — 

Boardmon 

Belmoi\l P ® . 
Mohr_-^b7C 
Patsons .. ■ — 
Ros^ 

Ti 








other employee' loads more files on the same row. 

stages that the use' of rubber sheeting would prevent ttie files from 
falling over .and would not require the service of an employee to 
hold them up while another employee completes loading the row. 

CONCLUSIONS : Adoption of this suggestion is not recommended. 

Frequently two employees are used to load a cart of files being 
returned to tjh^ file :}abi.nets. The purpose of using two employees 
is to expedite the loading and forwarding of files to the cabinets. 
The second empl&yee is not used solely to hold up the f iles while 


indicates. 


another employee completes the loading as 

nfhen files are Being picked up from supervisors' offices^ one 
employee must remain with the cart for security reasons while a 
second employee enters the offices and obtains the files. 

In additioUy it is believed that the use of corrugated 
rubber sheeting would cause the files to be torn when being loaded 
or unloaded. 


(L 


recorded - 81 ^ 3 / f — 


RBQOMUSNDATIONS t 

(l) Unfavorable, 12 NOV ^7 

INDEXED ^ 81 

(8) That this memorandum be referred to the Training 
and Inspection -Division for acknowledgment. Enclosed letter prepared 
by Training a^' Inspection Division. 4 ^ f 
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L, E, SIIoijMJ? 


DATE: 11-13-57 



SUGGESTION ^335-58 
BEQ0BD8 BRANOH STBEANLINING COMMITTEE 




SUGGESTION: 


_ employee, assigned to the 

File Review and Research Unit^ has^suggestedjt'hrough the St re an- 
1 i n.ing Comm'i ttee.Jbhgt a^ ^rik soeo i ql jbgg he stapled -bo the ser ig 
markers of thos^j^^le^ 
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roller , 

Nease — 
Tele’. Room — 
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arsons — 



I 


hi oh are to be handled very speoidl 




f 


CURRENT PROCEDURE : A pink special tag is attached to Form 4-5 

whi.ch requests a file, These requests are handled, first cind the 
files are placed ifi a howfLqbeled. for very special requests^ 


ADVANTAGES :■ Employee states that his suggestion would have the 
advantage' of clearfy marking the file as being, a very special request 
-and that- it would not^be necessary for the Filing ^nit employee 
delivering the file to the outgoing table to tell the person at 
that location that the. file is very special. 


CONCLUSIONS :- Adoption of this suggestion is not recornme.ndedi The 
suggested procedure does, not offer a more' effe-Cient method of 
forwarding very spec.ial requests. Since there is a pox oh the out- 
going table in which ve.ry special requests should be placedj it 
should not be necessary for the employee- to orally advise those 
persons assigned to the outgoing table that the request is very 
special, fh addition j the stapling and unstapltng of the pink 
special tag would take time and delay the forwarding of the file. 

RECOMMENDATIONS : 

(l.) Unfavorable, 


(s) That this memorandum be referred tp. the Training 
and Inspection division for acknowledgment. \ Enclosed letter prepared 
by Training and Inspection Division. 
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RECORDS BRANCH STREAULININa COMMITTEE 


SUGGESTION: 
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Tele. Room . 
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Gandy 


GS-? Supervisor of t/ae 

MessencjejyJffHi:, has suggested -through the Streamlining Committee 
\that tho ^ersonnel files of Records Branch emp l oy e es he forwarded\- y — — — 
vm^nvelopes, ' ' ' ‘ ~ ^ 


ADVANTAGES : Employee states adoption of his suggestion would 

maintain security of contents of Bureau personnel files^ 

CURRENT PROCEDURE : Personnel files for all Records Branch employees 

are forwarded through the Messenger Unit, Most such files are not 
forwarded in envelopes. Some supervisory employees follow a 
practice of placing personnel files' in envelopes, 

' CONCLUSIONS : Adoption of this suggestion is not recommended. To i 

require all personnel at the Seat , 0 / Government to handle personnel 
files in the manner -suggested would be an unnecessary burden and 
very time^-dphsuming. Employees' in the Records Branch who may 
through the'ir duties handle personnel files are cautioned periodi- 
cally concerning these files and the method of Kindling them. 


RECOMMENDATIONS : 

V. Unfavorable, 




A 









'(i^) That ‘this memorandum be referref, to the Training 
■and lnspec-0i:on Division for acknowledgemeni;, Ei^losed letter 
prepared by Training and Inspection D±v±siom0i/ 
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SUGGESTION ;Sf337-58 
SUBMITTED BY SAC PERCY WYLY 
KANSAS CITY DIVISION 


7 ^/ / ^ 5 


II 
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GGESTION ; That Bureau adopt an exhibit envelope similar to the 
^ 1-A envelope to be used exclusively for retaining the 

iginal copy of FD-302 (Interview Report) and SF-64 memorandum; said 
velope to be designated as 1-C and placed in file just above the 
\ envelope. 

RRENT PROCEDURE: 1-A envelope is placed as the first item in a 

file when there are exhibits to be placed in that 
e. At present all exhibits including FD-302, SF-64 memorandum, v 
>tographs and other items, other than bulky exhibits ^are placed in 
e 1-A envelope. Bulky exhibits are designated for a 1-B section, 
rther, when the 1-A envelope becomes bulky due to the number of 
.hibits contained therein it is permissible to make a 1-A section 
id maintain it behind the regular file section. 

VANTAGES STATED; SAC believes that if suggestion is adopted that 

it will make such evidence exhibits more secure; 
^sier to supervise; more convenient for clerks; and will spped up 
filing of material. Further, he states that by using the 1-C 
ivelope there would be a chronological list of witnesses appearing 
the outside of said envelope. He states that clerical employees 
the Kansas City Office feel that adoption of suggestion would 
pedlte handling of administrative duties in rjsgard to the new 
port writing system, 

SERVATIONS : 


Tele. Room — 
Holloman 
Gandy . 




\ 

I 

K 

r 

n 


The pi'oposed 1-C envelope system has been carefully 
~ studied by Inspectors Malone, Shanklin, Fletcher, Kelley, 
'‘ague and Gale and they are opposed to adoption of the suggestion. 

''.e following summary is the basis for their opposition: new system 

puld, in fact, require more clerical time; would make files more- 
alky and require more filing space; would further complicate thi^ 

iling system; and make it possible for additional filing errorsCto-^''^ 
o made. ^ » '‘•'i > 

During the inspeptlon of the Oklahoma pi^y 
lows of the chief clerk of that division were^ obtaSSe 
lef clerk was opposed, to adoption of the sugg;^‘t^jLoi^ 
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Memo Q. Tamm to Mr. Tolson 
Re; Suggestion #337-58 


clerk pointed out that to use the 1-C system would require the use 
of two exhibit envelopes in the file where one envelope would normally 
handle the material and would require more work on the part of 
the clerks rather than less. 


RECOMMENDATION : That suggestion not be adopted. No further 

action required as Mr, Wyly has been thanked for 
his suggestion by letter. 
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SUBJECT: 





• UNITED STAVJRS GOVERNMENT 


DATE: 6 ->18 -58 


MR, NEASE 




RECSARaE OF FILES 



Tolspn 

Nichols 

man . 
Belmont _ 
Mohr 


i pj^eio a list^ compiled as a result 
o.^^i les conducted on S-89r58j 


Parsons , 

Rosen 

Tamm . 
Trotter . 
Nease _ 


Tele. Room . 
Holloman 
Gandy 


There is attached 
of the quarterly recharge o^ „ 

reflecting those files on whTcti -hhe. Repprds Branch received no 
transfer. Bureau regulations require that the transfer of files 
from one person to another must be reported immediately by tele- 
phone to the Filing Unit, Extension 481, The transfer of files 
is an extremely important process which enables the Records Branch 
to know the whereabouts of the. thousands of files charged out at 
any given, time. The continued cooperation of your Division is 
requested in order to insure that all files are properly transferred 
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Office Memorandum 


UNITED STATES GOVERNMENT 


TO 


FAOM 


SUBJECT: 


im, NBASE 


L. B, SSORl 


DATE: 


12 - 6-57 



ORASGB-B ORDERED FILE COVERS 
Filing Unit - Records Branch 



To) son 
Nlchol^ 
Boardman 
Belmont . 
Mohr _ 
Parsons , 

Rosen 

Tamm _ 
Trotter _ 
Nease 


,0 


By aemorandum November 13,^57, Belmont to 
Jir» Boardman, it was recommended that r^iles designated for 
evacuation no longer be identified by 'use of orange -bordered 
file covers. This recommendation was approved. 

The Records Branch has on hand a supply of orange - 
bordered file covers as well as a supply of orange -bordered 
enclosure envelopes . In the interest of economy, the Records 
Branch will continue to use orange -bordered file covers and 
envelopes when repairing files or enclosures or when mahing up 
new file covers. The orange-bordered dover will not, of course, 
have any significance insofar as the Bureau's defense plans are 
concerned, 

BECQmmDATIOK: 

For information. 


Tele. Room . 
Holloman _ 
Gandy 
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J)JJics ^ b/ismofcmduM • united states government 


TO 


FROM 


SUBJECT: 


Mr. Tolson 


Q. Tam 


DATE: 8/15/58 



o 


SUGGESTION #102-59 
SUBMITTED BY NEW YORK OFFICE 


hi 




Tolson _ 
Nichols _ 
Boaidmon . 
Belmont •_ 

Moht 

Poisons _ 

Rosen 

Tamm 



SUGGESTION: Thaf,>f1 ^TYuiUisPf>.tinn flips serial 1-B (FD-192 - green 
exhibit sheet) be placed in cellophane envelope and 


Trotter 

Neose _____ 
Tele. Room 
Holloman 6 
Gandy hi C 






placed on top of last serial in the first section of multisection file. 

Green sheet would not be hole-punched and could be easily removed and 
replaced where necessary tb do so. New York Office requests that if this 
suggestion not adopted that the following two counterproposals be considered 
(1) that\Eb-192_be placed as top serial in first volume of multisection files; 
*’*’*^(2) that ^cco fastener be revers^in me so that me first section of multisection 
file would be opened from the bottom rather than from the top as at present. 

This proposal would allow clerks to remove green sheets from the file more 
readily. v 

PRESENT PROCEDURE: Bulky exhibits which because of toeir size, quantity, 

or value cannot be placed in the i^A serial (envelope) 
of case file must be identified individually on FD-192. Original of FD-192 is 
filed as 1-B serial adjacent to the l--^ serial, if there is one, or as the bottom 
' serial of the first section of file. Cppyie of FI)s:192 is attaclied to the bulky 

exhibit and another copy is used for inventory purposes. 

1 

OBSERVATIONS: As to item number one the Bureau is opposed to adopting 
proposals’ which request authority to file serials out of their 
proper sequence and as "floating” serials (maintained on top of file - not 
serialized) as it is difficult to administer the file and as they are readily subject 
to becoming lost. Particularly as to this portion of the suggestion’ the FD-192 
would be insecure in that it could very easily slide from the cellophane envelope 
as such envelopes are open on the side for the full length of the envelope. ‘Further, 
present rules provide that it is permissible to make a subsection of a file 
for exhibits in which may be placed 1-A envelopes and 1-B envelopes and if this 
is done there is no need for removing a large number .of (Serial each time a 
notation is made on a new 1-B serial is tb be added to the file. Furthei^it is 
permissible, for the.iield to limit the size of the- first section of a multisection 
file containing the If-A'and 1-B serials to a reasonable thickness (three quarter 



and additions to 1-B serial. 

* ' ” ^ H 
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Memorandum for Mr. Tolson 
Re: Suggestion #102-59 

Submitted by New York Office 


As to the second proposal the same objections as above apply. 
Relative to the third proposal Training and Inspection Division has no objection 
to the New York Office reversing the acco fastener in the first section of 
multisection files. 

It will be noted that suggestion #112-58 submitted by | 

I of the New York Office on 7^17/57 recommending that FD=192 be filed 
as the top serial in the first section of multisection files was not approved’ 
for reasons given above. 

•RE COMMENDATIONS : 1. That proposals 1 and 2 not be adopted. 


2. That New York Office -be allowed, to reverse acco fasteners 
in the first section of multisection files where desirable. 
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Office AlemoranduM • united stat^government 

* — * 

' MR» NEASE fic ^TE: 8-81-58 


FROM 


SUBJECT: 


L, E, SHOR\ 


8-81-58 


SUGGESTION #166-59 
RECO^S BRANCH STREAMLINING 


omiTTm 


/ ^ 




SUGGESTION: 


t Gandy 

File SupeTvi soW assigned to , 


the File Revie'w, Unit of , the Records Branch^ has suggested through 
the Streamlining Committee that the incomi ng cleTk i n the File^ 
Review Unit^nlaoe the annrovriate supervisor ^s navie and room nu mber 
o^n each incoming piece ^ o.f Tnail^johioh does not have a routing‘‘‘TT'^^ 
^tached,. ^ 

PRESENT PROCEDURE: At the present time the employees assigned to 

the File Review Unit have individual supervisor's lists y^cji they 


W. C. Sullivan 


use to determine the appropriate supervisor to whom 
be charged* — = — ' 


e should 


ADVANTAGES: 


advised that the adoption of her suggestion 


would result in the following advantages : 

1. Only one supervisor's list would have to'pe kept up 
to date instead of every reviewer's list* 

Time and paper would be saved in preparing new super- 
'V visors' lists when changes occur* V. 


. 3* Reviewers' time would be saved in that it would be 

unnecessary for them to check the supervisors' list to determine 
the identity of an individual to whom a file should be charged* 

4* It would eliminate the possibility of reviewers 
charging, files to the wrong supervisor* 




5* It would eliminate recharging of many files, and would 
also assist locate clerks in the location of files* 


DISADVANTAGES: 


advised that tjie only disadvantage to 


her suggesti.on would be the additional .w'qfk placed upon the^mployees 


1 - Personnel file of j 
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Memo L, E, Short to Mr, Nease 
Re: Suggestion #166-59 

Records Branch Streamlining Committee^ 


8-21-58 


assigned to the incoming desk by requiring them to I’ist ihe proper 
supervisor's name and room number on each incoming piece of mail, 

f 

CONOL USI ONS: The Records Branch is in favor of the adoption of 

the afore -mentioned suggestion and believes that it will enable the 
Ffle Review Unit, ip more efficiently carry out' their assigned duties. 
It is believed, that any monetary savings which, would occur would be: 
negated ^by the additional work placed up bn" the incoming clerk. The 
Records BranchJhaS’ adopted the dforermentipned^suggeption arid placed 
it into effect, , " ' * 

iK 

)•- 

RECOMMENBATIONSZ ’ 

(l) Favorable, ■ 


For referral to the Training. .and Inspection Jbfvisidri 
for proper, acknowledgement, .Enclosed letter prepared by Traifiing 
and/Inspectxon Division; ' 

rm.. ' ■ ■ 
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Ojfice JS/UmSmndum • united stAIs government 


TO 


FROM 


ifiZ. JfBkS\ 


L, E, SHOE, 



DATE: 9-1S-58 


(f> 




Tolson _ 
Boardmon 
Belmont 

Mohr ■ 



suaaESTioN =^220-59 

RECORDS BRANCH STREAULININa COMMITTEE 



Nease - - 
Parsons 
osen 


amm 


SnaCESTION: 


a QS-3 employee assigned 


, Trotter 

layton’ ‘ ^ 

Tele. Room , 

Holloman b7C 

Gandy - 


•to -the Filing Unit of the Records Branchs hap^suggested through 




the Streamlining Committee that up-to-dat 3 >^erial markers be a 
c ontra sHna^Go lor^ to the current serial marKers being used ^'^d'* 
that these lip^to-date serial markers be^hl ao. e d^i.ns. tde the .file 
instead of being attached to the cover* 

PRESENT PROCEDURE: At the present time serial markers are placed 

on the outside of the files with paper clip s^* They, are white in 
color and have up to date (UTD) stamped on them. 




AD7ANTACES : | \ advised that the adoption of her suggestion 

would eliminate stamping UTD on the serial markers as the different 
colors would be readily recognised as UTD. files. By placing the 
serial marker in the files it would eliminate the use of paper 
clips and the loss of serial markers which delays delivery of the 
files. 


CONCLUSIONS: The Records Branch does not favor the adoption of the 

of ore-mentioned suggestion. The Records Branch has recently revised 
the serial markers on two occasions. During the next printing of 
serial markers they will, contain a block in which will be set 

( forth UTD information. The use of a different colored serial 
marker would create additional work in maintaining a supply for 
use and complicate the file pulling procedure. The current procedure 
is the more desirable. 




RECOMMENDATIONS i 




1, UnfavordbleT 


RE(>83 



IB SEP 29 


2, For referral to the Training an d_Ins pe.cti on,.:D ivision 
for proper acknowledgment. The enclosed letter -was prepared by Training 
and Inspection Division. / 


TBC:ph:vmk^^ OCT 2 

■ 7 .-r 
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Office ‘Memorandum 


0 


UNITED STATES GOVERNMENT 


.TO 


FROM 


MR, NBAS, 


L» E, SHO^ 

SUBJECT: SUGGESTION 41^8 3-59 



DATE: 20-6-58 


Tolson 

Boordmon _ 
Bolmont __ 

Mohr ]3 

Nease 


SUBMITTED BY[ 
mvESTrG|TrvE^ 


Biatj (strain 



parsons J 
“osen 


'b7C" 


amxn 


Employee \ ] Inves-tigative Division, 

has suggested that a J ^ide system be utilised in oo nn ect ipn 
w ith the maintenance ^ I^the^Ku rj^du^'s~^idMini stTLatJv^^iTes_ to assist 
employees in locating specific files within the file drawers. 
Records Branch does not favor adoption of the suggestion. 


Trotter ___ 

Clayton 

Tele. Room 
Holloman _ 
Gandy 


According to records management authorities , a guide 
system is not desirable when the units of file material do not 
exceed 40 within a particular drawer or specific sequence , A 
spot-~chec1f of file drawers within the active classifications 
developed the fact that there are an average of 42 files per drawer 
in the Records Branch file room. Accordingly , it is apparent that 
a guide system is not necessary, A further survey of the administrative 
files developed the fact that 109 drawers of 120 drawers checked, or 
more than 90%, contained charge-out cards or enclosures to files. 

Both the charge-out cards and the enclosures extend above the top of 
the file andserve as automatic guides within the file drawer, 

yin view of the above the Records Branch does not favor 
adoption of this suggestion, 

REOOMUENDA TION : 

For referral to the Training and Inspection Division, 

LES:vmkjr * 

r 4 ; 

I - Personnel file 



ADDENDUM BY TRAINING AND INSPECTION DIVISION 10/8/58 
RECOMMENDATION: 





That suggestion npt be adopted. No further actiinre'quired 
sugg^^ has been ihanted byHetter., ' ' ' - - 
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m OgT 15-1958 
«4. , b »■ 
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Office Memormdum 


Co 

qNITED STATES GOVERl^MENT 


TO 


MR, NBA 4^ 



FROM = £. E. SHO. 



c> . 

fiL&S 


DATE: 10 -^ 8-58 


Tolson 


SUBJECT: 


SUGGESTION #376-59 

RECORDS BRANCH STRMMLJNING COMMITTEE 

/;./ 5 

— — X 

a GS-5 employee assigned 



W.C. Sullivan . 
Tele. Room_ 
Holloman __ 
Gand/ 


SUGGESTION : 

to the Filing Blit of the Recor^ Mrqnchj has suggested through the 
Streamlining Comnittee that thej tfiles charged to the Name Check 
Section of the Investigat iv e Pivi sio nlBe maintained in numeric^ 
o rder in t h eL.Name.jC .h e-clc Sectio n, She suggested the assigning~^ 
two. clerks to:, the Name Check Section .to keep these files in 
numerical order and to attach them: to the appropriate Name Check 
form immediately prior to the time p'f handling by the^ Agent 
Supervisors,. ' , 

% 

PRESENT PROCEDURE : At the present time the files are' charged to the 

appropriate supervisor in the Name Check Section and are attached 
to the. appropriate Name Check form. These are maintained in the 
Name Check Section in drawers assigned to the various personnel 
handling the forms. In locating a file, the Locate Clerks must now 
go through all the file drawers assigned to the Supervisor' to whom, 
the file was charged. 




ADVANTAGES : \ \ beli eves that the adoption ...of her- suggestion 

would save some employee time in that the Locate Clerks would- be 
able to immediately locate a file charged to the Name JJheck Section 
and would riot have to search through many drawers to locate it, 

CON CL US I ON8 : The Records Branch does not favor the, adoption of 

the afore -meriti one d suggestion. Although in sorfie instances it would 
benefit the operations of thp Records Branch f it. .would create many 
problems for the Name Check Section,. It is believed' that by 
detaching the various files from the forms after they'^ have been 
searched would .create jnany more locate 'prpbiemsi,^ixl{b is also, believed 
that the benefits uhich woilld t^^ SoperaiVons. of Ji^hp 

Records Branch would hot warr^ant the asoi'gnVhg of two additional 
personnel to the Name Check Section, , 

‘ ,, 






^ 'SS ^4^ i’* * 

' * fSeex^'e commendations on Page 8) 
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10 ^ 6^58 


Memo L. E, Short to Mr,. Neaae 
Be: Suggestion §376S9 

Records Branch Streamlining Committee 


RECOMMENDATIONS : 

1, Unfavorable, 


8, For referral to the Training and Inspection Division 
for proper acknowledgment. Enclosed letter prepared by Training 
and. Inspection Division, 



3, For referral to the Name Check Sectjbn of the 
Investigative Division for their information, (10/10/58, Name 
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Employee Suggestion 
FD-252 fU-14-5« 




( AiCj- ^ 

\ . ft- i 


'J^U r-f a 1 4 I ! September 25 !, 1958 

Fropi Employee, assigned to (Division) 

Director, FBI | ^5 ~ u/ 

uGGESTioN I have seen the files at Ident and have checked thr^gh files 
at Justice when there was a locate on a file and realize/^at the file 
pullers have to go through in pulling files, ^t is ma^^elief that if a” 
^ab_oC_some sort were attached to the/'^.filea^when they were 
flTed into the drawers that xTOuld protrude sli^tly above the files, the< 
could be fovind much quicker and easiej^^^ttiaS by pulling the files upward s 
checking the numbers. The r emovabl^abs could , when thq.'^files are 
charged out to somebqd^, be placed on the charge-gut forms .^ and ^this_wo,ul : 
ai d in_ra£ ij^ing th^^l le s ♦_ By doing this, much time could be saved and 
less enroloyees woul^be necessary to remove files for the Bureau. Theiae 
tabs would protrude in the s^e order as the dividing cards in index 
boxes now being used by most of the agents and clerks in some manner. 


jjver 


Current practice or rule (Include manual, citation as well' as facts) 

Explained above. - 


Advantages of suggestion ' , “ ' 

This method would save Hrae, ■which in turn would cut down on the nxmiber 
of file pullers .needed, which in turn, would save the Bureau several 


'|bisadvantages of suggestion f ^ ‘ ' ' /^y/ -■ 

The tabs would have to be made up and placed on the files. 

HfeJi 




lAnnuar.Savings (Show basis for estimate) 


#3260. per employee cut down by doing it in such a wayOS^ ^^c^ld 
be handled by less employees. ^ j 




(The use by the United States of my suggestion shall not-.lorm- t he basis of a further claim of any nature b y me, my heirs, or 
assigns upon the United States) , yf , \ nti 

c3m,. nju... [zIm J 

^ Slgndtdre and Title of Suggester 

Recommendations and comments of Division Hjiad Jr{ | j’’ 

This suggestion deals primarily with the handling of files in the 

Records Section, It is recommended the suggestion he routed to the 

Tr^ning and Inspec^ioriFDiv.ifeiori':fbr acknowled g- ^ ✓ 

consideration . sy»<d\ur_a.>itfrd Tiue 






tr tr 


D 





Anotheu poosibillty to tbis is that the £ronta ot -the files he made, in 
such a way that oho, edge has a protamaihg odgo such as that on the 
filing^ itold0i'§;n6M iP; pse. fon; otipi?.?n,trmail>, . 5hi®^ ;pr,ooeduro.,wo»ld have- _ 
tprho ,wa^t6hja a:a j»,-ppt:,gpt;>jtoe hJ'J 3 icy.that,.ithey^;oould; notj'fi^^ ^ 

ihto'.the ogurion hoxga psed. fpn ;to“?sppptating the, filgschotwodn-:: buildings* 




STANOARO form no. M 


Office 




• UNITED STATES GOVERNMENT 


iffl. NEA. 


DATE: 10-20-58 


W. <?. FAMES 2 


Tolson . 
Belnont 
Mohr 
Neaso _ 
Porsons 


SUBJECT: 


SUGGESTION ^452-59 

REGOBBS BRANCH STREAMLINING COMMUTE. 


/ry/ 


Fil&s 


aamm 

Trotter 

W.C. Sullivan _ 
Tele. Room _ 

Holloman 

Gandy b 5 

b7C 


SUGGESTION \ \a WB-6 employee assigned to the 

Messenger Unit of the Records Branch j has suggested through the 

Streamlining Committee that a latch type fastener (not loched) 

similar to "^at used on first-aid hits be used on the file boxes 
util ised inKtrm,sppj'MBa ^JJ.es^andjmaUJ>e ±mpn^h^^ 

Building and the Justice Buxlding^ 


Building and the Justice Buxlding* 

buildings are secured through the use of heavyauty padlocTcs. The 
boxes are locTced before being revtoved from Records space in the 
Justice and Idezi±IfSjcatMjh,,^^ to preclude loss of material 

while in transit. . 


AB7ANTAGES: \advised that his suggestion would' soi/e 

the Bureau the expense of purchasing lochs and heys and would save 
some employee time spent in loohing and unloching the boxes. ^ He 
believed that his suggestion would also eliminate considerable noise 
made by the lochs strihing the boxes. 

CONCLUSIONS s The Records Branch does not favor adoption of the — 

suggestion.. Security of material being transported between buildings p 
is of utmost importance. The padloch system prevents 'unauthorised ^ ~ 
..individuals from' gaining access to file material. In addition^ in the 
event of dzseripus accident involving a courier vehicle the ^Securely 
ioched boxes will prevent file material from being scattered throughout 
the truoh or on^a public street. ^ 

RECOMMENDATIONS r 


Unfavorable . 


RECh^a 


2. For referral to the Training^pnd lnspp.ct^on Division 
aohnowledgment. Enclosed letter preparec^by 'Training and 



for proper aohnowledgment. Em 
Inspection .Division. / 

TBGsphsvh^ 

(5) ^ ^ ^ 
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standard rORM NO. 64 


^^^WOYCMdufyi • UNITED STATES GOVERNMENT 



FROM 


SUBJECT: 


MR. NEA, 


L. E. SHO 



DATE: 10-21-58 


O 


HAS 


Tolsbn 

Boardman 
Belmont- _ 

Mohr 

Neose 

Parsons 


SUGGESTION #^70-59 

RECORDS BRANCH STREAMLINING COMMITTEE 



osen 

amm 


SUGGESTION; 


a GS-5 employee. 


Trotter 

Clayton 

Tele. Roon^t 
Holloman . 
Gandy •' b7C 


assigned to the Piling Unit of the Records Branch, has suggest- 
ed through the. Streamlining Committee- that the Piling Unit 
discontinue the practice pf^ requiring employees to. ^jfee 
identdifi-cationL-cards when .remSving files from the f ile^aBiliets . 

PRESENT PROCEDURE; Employees are required to place an identif icat- 
ion card in the file drawer any time they .remove a file to place 
current correspondence in the Jacket.. 


-bblieves employees .could handle the 


ADVANTAGES: 

files more rapidly without^-using- the identification cards 

CONCLUSIONS; The Records Branch does not favor. ^'the adoption of 
this suggestion. The purpose of the idehtificatipn -card is. to 
prevent misfiles aind to prevent files being, out of the cabinets 
without a charge out. .The use. of cards in the Piling Unit was 
initiated through, a suggestion ^ 1956. At< that, tii^ the suggest- 
ion to use “cardsZ.was adopted ;pn-Ta ..trial basis .* dhe '*^ period 
reflActed that' the majority of’ the employees found the card 
beneficial to them. The tria-1 period reflected tlk^^ the card 
enabled employees to file mail more' rapidly "^and. •qaved wear and 
tear on the filesb' * ' - 

RECOMMENDATIONS; 

1. Unfavorable.. 

2, Por referral to the Training and ins pection Division . 




Pormal acknowledgment is not necessary inasmuch, as | ] 

is a member of the Stremlining Committee and her contributions 
wi^ be considered at the end of the. program.3Diainiii^rand Inspection 
^,®i^sion concurs. , ‘ 

'5^BC:vmk;,vlc - \ ’v* ' \ 

1 -Personnel PileJ 







UNITED ST. 



GOVERNMENT 


DATE; 10-20-58 




Tolson 
Belmont . 
Mohr 




SUBJECT: 


suaassTioN 459-59 

BEGOBBS BBANGH STBEAMLINING COmiTTEB 

. ht^^_ 

SUGGESTION: \ 



Kease 

.Parsons - 
Rosen 
Tomm 

Trotter __ 


W.C. SuHivon . 

b6 Tele. Room 

j^^Qlollonwn 


Jandy , 


a GS-3 employee assigned 


■bo -the Filing Unii: of -the Be cords Branch, has. sugges-bed through the 
Streamlining Govmittee that employees be required to furnish, in 


addition to other information , their telephone extension number 
' . j^re questing files* 


whe 






PBESENT PBOGEDVBE: , When requesting files employees furnish their 
name, room number, file number and subject matter of requests 


ADVANTAGES: I \believea her sugges-pion would save some 

employee time due to the fact that occasionally the Sndiuidual 
requesting the files must xbe^ contacted arid, in the event he is wording 
in an off ice other than h-is office of assigryment more than one call 
is necessary*. 

CON GLUSIONS : The Be cords Branch does not favor adovtior i of the 

suggestion* The situation referred to by \ I occurs 

infrequently and does not warrant the recording of telephone extension 
numbers on all fequesirs for files* 


BEGOMMENDATIONS: 

1 * Unfavorable , 






£ 


t 2* For referral to the Training and Inspection Division 

for proper acknowledgment* Enclosed letter ^prepared by Trjaining and 
Inspectioh-Division. * /i h WLy 

TBG:bpr:vmW 

( 5 ) - 

1 r Personnel file of 
Enclosur^ 






STANOAWO FORM NO, C 4 


Office • united si 


TO 


PROM 


SUBJECT: 


MR. NBA 




iRNMENT 


DATE: 11>^21-S8 


L.^E. SHOl 

r f I ^ 

SUGGESTION §634-59 

RECORDS BRANCH STREAMLINING 'COMMITTEE 



Toloon 
.Boardman,, 
Belmont _ 
Mohr __ 
Nease _ 
Parsons _ 


2± 


SUGGESTION: 


to the Filing Unit of the Records Brano 

■4"!^ A _CT-#»'y*rfaiinf«m 7 •!* ♦* -f %% in» 4m‘Urt’^lyV4 7 ^ n ^ 


k 


the Streamlining Committee tha;ptfl 

numbexs be^ pulled and fo rwarded to th e Numberi 


GS-5 employee assigned 
has sWM^sted through 

tin! i. nrfhd> tojofi.r 

£j 


Rosen 
Tomm_ 
Trotter ' 
Cl^ton I_ 
Tele. Room 
Holloman ^ 
Gandy 


thaf tfile s oontainim^^plioate serial 


\it for handling. 


PRESENT PROCEDURE: When filing a piece of recorded mail, and it is 

found that a serial has a duplicate serial number in file^ the 
duplicate serial is removed from file and sent along with the piece 
of mail being filed to the Numbering Unit with the notation 
"duplicate serial numbers". There is no serial removal form left 
in the file. 


ADVANTAGES : \ \advised that due to the fact that no serial 

removal form %s piaoea in file when a duplicate serial is removed, 
there is the possibility of an employee thinking that a serial has 
been misfiled and thereafter conduct reviews in attempting to locate 
the serial. 

CONCLUSIONS : The Records Branch does not believe that the file 

shpuld be charged out to the Numbering Unit due to the fact that 
the Numbering Unit has no need for the file in order to correct 
idupltoate serials. Forwarding these files to the Numbering Unit 
would create additional work for the Filing Unit and our locate 
problems would also increase. As an alternative, instructions 
haj)e__bejt3 issued requiring employees to place a serial removal 
form in file anytime a serial is removed due to dupli cati on of 


serials. This will correct the problem presented by 
and will serve as a flag to employees reviewing the file that a 
serial has been removed and forwarded to the Numbering Unit. 

fiEoommAm ^ 95 | / 3 / ^ 

1. Favorable as jno.dififp.. I"*""'*" ' 

' ' 20 DEC 2 1958 ' 

2. For referral to thej.Training and Inspe ctio n Diji isi on 
for proper acknowledgmeptl^'l^nclosed. letter py §p^e^ TraiBing and 
Inspection Division 

„ 7flEC 8 1958 

Enclosure 
1 - Personnel 
















10/29/58 


lEmployo© asatgnod to {DwJstonl 


Diioctor, FBI 


New York Office 


SUGGESTION -jjjat & Hcw proceduTe be adopted in the charge-out system used 
in connection with closed^ ^files or serials from closed files. 

PROCEDURE ; Place appropriate horizontal and vertical lines on both sides 
of red 10- by 10-inch cards presently in use by closed file \uiits. With 
4 appropriate holes the card could be filed with either side up in a 
closed file frcnn which one or more serials have been withdrawn, as well 
as be used to charge out a file. The card should contain appropriate 
headings for all necessary information including: Classification; File 

mntber and section; Serial number and '^iescription; Employee (to whom 
charged); Date, requested and charge4f Eooployee to wh^ recharged; an 
Date of recharge. As each file or s&'^ial is retiimed a line should b 

(ct^t'd on page la) 

Current practice or rule (Include manual citation as well as (acts) R&R Part II-3-ll,lla 

— FD-5 must be executed and clipped to a red io- by 10-inch card whic 
must be placed in the space from which file was withdrawn. 


!F* • » f ’* * *r 

t f * V r^* WfT*! *C-F*T* i ! ^ 

rn il I MpTtlB I F T 


Disadvantoqes of suqqes.ion Would probsbly necessitato telephonic or personal con- 
tact between agent and clerk to request or rechas^ge file unless effectu- 
ated by agent making request on red card which would then be routed to 
closed file section. 

Annual Savings (Show basis (or estimate) Unable to estimate. 

--Must consider ccaqparative cost ofi 46 to 92^iro*5'8, paper clips, stor 
age boxes and red cards; compared with cost of 1 red card. 

--Must consider improved physical condition of office. 

(cont'd on page la),,^ — — - — — 

(The use by the United States o( my suggestion shall not (orm the basis oi a (urther claim o( any nature by 

assigns upon the United States) i vQw 


CE]m,. □m,.. □. 


... — ... 


#... TV 7T /r^ i 


'Si 

L4I.W.IlllH.|.liaBl 
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SUGGESTION (coat’d frora page I) 

drawn throv^ the entry and card used over in saxoe fashion as a mes- 
senger envelope. Red cards to be scored, idien not in use, in manila 

folder at front of top drawer of each file cabinet. To route a file 

to requesting «9q>loyec, utilize a 3- by 5- inch slip of paper. 

Current practice or rule (cont'd from page 1) 

— Perforated portion of FD-5 must be executed and used to route file 
or serial to eaoployee. 

— FD-5 iQust be executed and placed on top of most recent serial in 
file from which serial withdrawn and red card inserted in the file. 

Advantages of suggestion (cont'd from page 1) 

5. Isq>rove physical condition of office. 

6. Elijolnate excessive waste - red card destroyed after 46 or 92 items 
entered instead of 46 or 92 "FD-5's" being destroyed successively. 

7. Eliminate use of paper clips, i^ich might become detached in 
cabinet drawers, in or near closed file unit cabinets. 

8. Eliminate necessity for trash boxes and containers to store sup- 
plies of chargeouts, paper clips and red cards on top of closed 
file unit cabinets. 

9. Uniformly provide supply of red cards in each file cabinet for 
ready access to charge out file or serial. 


Annual Savings (cont'd from page 1) 

— Must consider only 1/2 time is needed for delivery of file to agent 
since telephonic request would eliminate time consumed in routing 
process for FD-5 to be sutoitted to closed file luiit. 


I 

! 


■^<1 i."j 
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RECOMMENDATIONS AND COMMENTS OF DIVISION HEAD: 

After careful consideration, this suggestion is not 
favorably recommended. The increase in cost resulting from the 
installation of additional telephones in the Chief Clerk's Office 
and the probable use of more clerical employees to man these tele- 
phones, makes it impractical. Also, it would require training of 
agent and clerical personnel in two systems of calling for files — 
one for pending and another for closed. Since agents frequently do 
not know whefer the wanted file is open or closed, some confusion 
would arise. 





STANOARO rORM NO. 64 
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Office ^AetMTcMdum • united states government 


TO 


FROM 


SUBJECT: 


L, E» 

f ' 

SUaaESTION. §4S4‘>59 

' RECORES RRANCH STREAMEINXNG' COMMITTEE 


DATE: 21 ‘- 81-58 


Tolson _ 
Boardmcm 
Balmont _ 
Mohr 
Noose 




sncassTioNi . \ 

Correlation, unit of the. Records M ranch j has 
Streamlining Committee thai^ocunente such 
newsletters ‘3 ' ' ' 


a GS -6 employee assigned to the 


Trottor , 

[cloy ton b6 . 

'ole. ROOIJ3 7Q 

Allomon 

Gandy _____ 


suggested through the 
as pamphlets 3 booklets ^ 


reports he prepared faj- filina^so that the 

advised 


p ri nted matte¥n^w ^ ‘'ore acce ssible for red ding • 
that the fjfles, contain numerous pamphlets and similar material which 
are impossible to review without taking the entire file apart. 




suggestion relates to material which' is bound or 
stapled on the" side^ thereafter 3 it is pTaoed' in file through the use 
of file fastners through the top 'of the pamphlet or booklet* When 
reviewing 'a file 3 d.t is impossible to review the printed material without 
taking the file apart due to the fact that the booklet or pamphlet is 
bound both at the side and' at the top* Her suggestion indicates that 
this material should be separated from its binding on the side and merely 
placed in file with the file fastners on the top* 


PRESENT PROCEDURE: \ suggestion is the current practice 

wherever vraoti cable: however, on occasio n some material due to its 
make-up cannot be handled, as suggested by | This is true 

of documents prepared oh very thin onionskin paper or of similar 
material that could become detached and lost while the mail is being 
processedt or prepared for filing* 

RECOMMENDATION: ' 

— ^ 

J?or referral to the Traini ng and Insvecti on Division for 


suggestion is 





review* A formal ^acknowledgment of 

unnecessary as sh^ has been orally thanked ana, aavised that her 

suggestioh:43^Ke:£jQMTX^M,^nmgMjiP^fMU^^ 

whe re.v .Q.r^ D.sslhl e;*’' Training and InspecHoSjmyis^ a/o -fCTfitUeii 

TBC:mmr:vmkff ' 

(5) ^ n/K 

1 - Personnel file of 
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standard form no. 84 
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Ojjice I^eMovandum • united states government 


TO 


FROM 


SUBJECT: 


MB, NEA 


L. E, SHO. 



DATE: 11-.26-58 


fllcB 


suaaESTioN §495-59 
VRE.OORDS BMKQH^STREAMLINING COMMITTEE 



SUGGESTION 

to the Filing Units 


a GS-5 employee assigned 
has suggested through the 


Tolson *• 

Boaidmon 

Belmont 

Mohr- 

\Uoas o' ■ 

fp arsons -* 

}Rosen ■ 1 

<Tamm 

(Trotter ■ 

Clayton*,L_b 6 


Records Sranchj 

Streamlining Committee that g ^gg be maintained to record the 
delivery of all This log would set forth the file number y 

the name of the individual to whom the file is delivered 3 room 
number and the ide*ntity of the individual making the delivery. 


Tele. Room 
Holloman _ 
Gandy 


b 7 C 




PRESENT PROCEDURE: No such log is presently maintained , however 3 a 

record is made recording the identity of the employee making specific 
file' delivery runs. With' the identify recorded, it is possible 
to place responsibility in the event :g: file is improperly handled, 

CONCLUSIONS: The Records Branch does not favor adoption of this 

suggestion,*. The proposal would require a great amount of detailed 
clerical work 'in recording the file numbers of all material delivered 
and would consequently slow down the delivery of files. No difficulty 
is being experienced with the present system 3 and accordingly 3 no 
change is necessary^ ^ ‘ * yn I ■ 

A hoQ- Fiie< t'Ciivcv’id’B 


RECOMMENDA TI ON : 


t- 


f- 


1, j Unfavorable, 





ErapJ^y®® Su^go^llon ' / 
''FJD-252 (Rov. 2-4-S7J 


Director, FBI 


SUGGESTION 




July 14, 1959 


Division o£ Assignment 

SAVANNAH 


It is suggested thatj <1^orm FD~245/ (Tjj^e* Fronts), be.^rinted on botl 
^ sides. This would make the .file front more useful . After having 
beerTused on one side, it could be marked through on that side, 
turned over and used again. 



O 

Fi tes ^ 

Current practice or rule (Include manual citation as well as facts) 

File Fronts are presently printed on only one side. After being used 
on that one side it cannot be used as a front any more, and has to be 
— sa-ved-for-use-as-a-flle-backHi,- = — ^ ^ 

Advantages of suggestion and annualsdvlngs (Include basis for .estimate) 

The advantage would be in the saving of file fronts, inasmuch as 
twice as much use cpuld then be derived from each file front as is 
now obtained^ 'It is. believed that more file fronts are now having 
to be ordered than file backs since twice as much use can be obtained 
from the unprinted file backs. The file backs are presently retained 
for future use after file consolidation projects have been completed, 
and an ample suppljr of file backs is always bn hand. At the present 
time file fronts can be used as fronts bn only one side, and after use 
of one side they are saved for use as backs. It is believed that if 
they were printed on both sides, after being utilized on one side 
(see addendum) ' , ^ 

Dls^vantages o£ suggestion 

Extra printing involved in printing both sides of the File Front, 

cc-d€signale(i for 

fim /w cers file 

(The use by. the United States of my suggestion shall not form the bas is of a further claim of any nature by me. mv he irs, or 
assigns upon the United States) ^ 

czDm... _ 

^ Slgnatur^iytd Title ol Syggester / 

Recommendations and comments ol Dlvlslon*tlda<i? , ‘ w 

I recommend the adoption o‘CJ,^his suggestion provided the cost of 
printing does not offset the ’’Savings to be effect^ ir^he field. 

(Do not wrll 


Signature and Title 


pr Bureau use only) 
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ADDENDUM TO SUGGESTION OF 

/ 


dated, July l4, 1959 


b6 

b7C 


Advantages of suggestion and annual ' savings (continued) 


they could then be reversed, the used side being marked through, 
resulting in the use of both sides. 

No basis presently exists on which to arrive at any monetary 
saving estimate in this connection; however, it is believed 
considerable savings v/ould result. The majority of file fronts 
are used only on cases requiring limited investigation, there- 
fore same do not become vrarn or mutilated and could well be 
put to further use. 
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Office Memcikudum • 


■0 


UNITED STAVES GOVERNMENT 


y — 


TO 


FROM 


MR MOHR 


DATE: February 13, 1959 


ffil 


Q. SMITH 


/ 


SUBJBCT: 




o 


LEVATOR FILES FOR INDEX CARDS 




f 9USons 
yiTrfihm 


HoUomon 
Gand/ 



You wiU recall that we have conducted several experiments 
during the past year both at the Seat of Government and in the field concerning 
the feasibility of using elevator files to house our index cards. We already have 
such an installation in the Card Index Section of the Identification Division which 
has worked out very well. Installation of Diebold and Remington Rand equipment 
I bn a trial basis was made in the Records Section of the Bureau and it was found 
' the equipment was not practical for the operation being performed in that section. 

Similar equipment was installed in the New York Office to determine 
whether it would be worthwhile in a field office type of operation. SAC Foster has 
now advised the results of this latest test. He foun^ that if his entire indices were 
converted to elevator files, a total of 6, 619^ hours or $10, 569 would be saved each 
year. Total cost of the 33 units necessary to convert his indices would be $120, 842. 

I Therefore, it would take approximately 11 3/4 years before the machines would 
pay for themselves. This does not take into consideration maintenance costs, 
obsolescence and replacement costs which would have to be considered if such an 
installation was made. Obviously from the above the purchase of this equipment 
is not warranted, on the basis of monetary savings, for field office use. 

The equipment does have some advantages such as employees comfort 
(they can sit down to work in the elevator file) individual responsibility, etc. As ^ 
previously noted, the Identification Division Card Index Section installation has 
proved satisfactory. This is due to the enormous size and concentration of this 
indices. The situation peculiar to the Card Index Section does not prevail in our 
field offices. It is felt the initial cost and the fact that only one employee has access 
to the indices cards at a time (the present file cabinets allow a number of employees 
to work in the same area) make this type of equipment unsuitable for use in our Held 
offices. 
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RECOMMENDATION 


II 






NO’r RECORDED 


It is recommed^thflOih^StrigtiJttached ^CFE© 
elevator files are not practical for Bureau use sinqe we 
several field offices in this regard. 

Enclosure /-ysf 

t - Mr. Newman (sent direct) 

C<$S:gt 
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^|}ut advis^ 
ve lis^d inquiries from 
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In B^fy, Please Refer to 
FUeNo. 


MEMORANDUM TO 



UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 

February 9 j 1959 • Washington 25. d. c. ' 


ALL BUREAU OFFICIALS AND SUPERVISORS 



(A) REMINDERS OP RECORDS BRANCH PROCEDURES As a result of 
the recent Inspection of the Records Branch the following 
clarification of regulations and reminders are deemed necessary. 

Stop Desk ; 


On page 10, Part 9> ot the Bureau Supervisors' Manual, 
instructions are set forth concerning the placing of a stop on 
incoming mail with the Stop Desk, Extension j62. Complete data 
should be furnished to the Stop Desk concerning the scope of the 
stop; i.e., whether it is for a specific piece of mail or a perma- 
nent stop on a particular case or subject matter. Additionally, 
the desk should be furnished the correct subject matter, source, 
file number if known, and any other information believed pertinent 
and which would insure that the stop is fully effective. There 
are a large number of stops currently in effect and it is there- 
fore extremely Important that when one has served its purpose it 
be promptly removed. This should be done by a telephone call 
to the Stop Desk as soon as possible. Periodically> lists of 
outstanding stops will be sent to each Division. Thereafter, 
they will be routed to the Official or Supervisor who has out- 
standing stops listed thereon to remind him of this fact. If 
at that time the stop can be conveniently removed, it should be 
marked through and initialed by the Supervisor. If it is still 
to remain in effect, only the initials of the Interested Super- 
visor will be necessary to keep it in effect. f/^r * ** 

Recording and Expedite Processing of Mail ; 

47FEB 1U959 
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All mail received in the Bureau that is to be permanently 
retained in our files will be either recorded (fully_pmaessed«by 
the Records Branch) or expedite processed (partially recorded — 
abstract retained in Routing Unit but indexing not completed). 

With certain specific exceptions, this should be accomplished 
as soon as possible after receipt in the Bureau. The exceptions 
are ’teletypes, airtels, memoranda originating at the Seat of 
Government, correspondence from the field or any other source 
that will not be permanently retained in our files, and ‘all types 
of mall relating to the applicant-type cases which are given a 
special type of handling not requiring immediate recording. ’ 

While these listed exceptions for practical reasons do hot re- 
quire immediate dispatch to the Records Branch for recording or 
expedite processing, they must be fully processed as quickly as 
possible commensurate with the necessary action that must be taken. 


51 FEB 13195 
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To implement these regulations, there are set forth 
on page 13> Part 21, of the Supervisors* Manual instructions 
commonly referred to as the 5-day rule. On the second 
Wednesday of each month, every Assistant Director is responsible 
for a complete check of all mall (and- files) in the possession 
of personnel in his Division. Predicated on the check, Mr. 

Tolson must be furnished with a detailed report of all mall 
(and files) in that Division over five working days. It is 
expected that this regulation will be fully enforced and 
Implemented by each Division in order to insure that all mail 
(and files) are promptly returned to the Records Branch, not 
only for processing in the case of mail, but to insure that 
it will actually get into file promptly and be readily avail- 
able' for anyone who might have reason to refer to it later. 

Special Requests for Messenger Service and Piles ; 

Once a month ab irregular Intervals a spotcheck of 
one week’s duration will be made of all requests for special 
messenger service. A tabulation by Division will be furnished 
to each Assistant Director. Additionally, a copy will be 
furnished to Mr. Tolson. The obvious purpose of this periodic 
survey is to minimize the number of requests for special mes- 
senger service and to pinpoint those sections or individuals 
who are abusing this privilege. Accordingly, you should be 
in a position to fully justify any requests for special messenger 
service as against utilizing the regular messenger service 
available to all offices. 

Surveys in the last two months reflect a steady 
Increase in the number of requests for deliveries of investi- 
gative files "special." The Records Branch is presently in 
a position to furnish rapid service on "regular" and "next 
delivery" requests if the Supervisors will only utilize this 
more economical service. Continued excessive use of "special" 
service in requesting files will adversely affect all types 
of service of this kind, resulting in slower deliveries in 
all categories. 


Very truly yours, 
John Edgar Hoover 
Director 
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*ED STATES DEPARTME 


0 


STICE 


Xn 1PI&1S0 IRbJct to 
meNo. 


FEDERAL BUREAU OF INVESTIGATION 

January 19^ 1959 Washington 2S,d.c. 




MEMORAPUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

,(A) TRANSFERRING OF FILES - Since there has been some mis- 
understanding concerning the procedure to be followed in 
transferring files, and the failure to properly transfer files 
has resulted in considerable locate work, the pertinent in- 
structions are. being reiterated. 

The transfer of all files except personnel files 
iriay be accomplished by dialing extension ^21. This should 
be done by the sender in each instance in order to eliminate 
the possibility of duplicate transfers. 

Personnel files are to be transferred only when 
sent from one 'Seat of Government division to another and not 
accompanied by dictation. The sender should dial extension 
532 to transfer personnel files. Although the sender is not 
required to transfer personnel files moved from one office 
to another within the same division, his helpfulness in 
voluntarily transferring files when he contemplates that 
any locate problem might arise at a later date will be ap- 
preciated by the Records Branch?. ^ ^ 

Very truly youi^^R^coi^^^ 

nm 

John Edgar Hoover 


Director 
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Office Mem^ndufn • UNITED GOVERNMENT 



DATE: 10-20-59 


FROM 


SUBJECT: 


L, E, SHO. 


Tile: 


puRmAmL. QEyjrLE^F^ ma^ 

COBB 4SS ■ ^ 


Tolson _ 

BeltsoiU 

DeUoQch ~ 

McGuire 

Mohr,.: 

Parsons - 
Rosen 

Tai&n V 

Trotter _____ 
W.C. Sullivan'.!. 
Tele. Room __ 

Holloman 

Gandy _____ 


Ufl-lh w.c. sunwan _ 

0.drriPH^C^Op.Z> Holloman 

n.rtf a .. Gond/ ______ 

As you know for some period of tijnej we have been using 
a fils back with impregnated fasteners (fastener is permanently 
attached to the file' back)- and have *found them to be highly 
satisfactory for our filing operations. For sdm'e time we have 
been considering* the possibility of also using file fronts with 
impregnated compressors: (compressors permanently attached to 
file front), A . discuss ion concerning this possibility was held 
with\ I local representative of the Shaw-Walker be 

Company} from wnom the Bur eau purchases :qur file fronts, Jls a b7c 
result of this discussion} \ \ corresponded with the head- 

quarters of the Shaw-Wglker Company and theijr engineers conducted 
some experiments to see if this idea was feasible. They subsequently 
furnished us with the .attached 'sample file ■which contains both an 
impregnated fastener attached' to the, file back (this is' what we are 
using now) and an \mpregnate,d compressor attached to the file, front, . 
I As a result of our^inquiry} the ShawrWalkef Corapany. has now placed tpy 
(: file fronts with impregnated^ compressors on government schedule . ^>1^ 

ils a result of our experiments with this file front with 
impregnated compressor} .we , have concluded that the use of this type 
of file front would result in a savings of time in the filing of 
-mail and would insure that the compressors are always, placed back on 
pie file fasteners after employees have finished with the file, ^ \ v-. 

With the present type of file front being used (o.ompressM J 
is a separate item) there are four steps involved in the filing 
a piece of mail: 1, employee removes compressor and file front /jr | 

from file} 2, files piece of mail} 3. places file front back on j f 
file.} 4, places compressor on file fastener's, “ By using a file L / 
front with, impregnated compressor} 'the last, two steps mentioned, I / 
above will be consolidated} th us .eliminating one step in thi s ' j yr 
process : Considering that for a period of twelve months (October jr 

1958 through September 1959) we. filed 1}107}064 pieces of mail 'aim 
opened 90}245 new.fileS} the elimination of this one step .would 
result in a sizable savings in employee time since a great majority 
of the mail being filed obvipusly goes into the new files being 
opened, 1 

EX ICQ I 
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Memo: Short to McGuire 

Re: Purchase of File Fronts 


* - 



10-^2 0-^59 


Although these file fronts will cost ^26^.80 more per 
thousand (additional cost due to installation of impregnated 
compressors) than the file fronts we are now usings we feci the 
additional expense is more than justified on the basis of the 
savings which will result due to the elimination of one step in 
the filing of each piece of mail which would be placed in these 
files. 


Inasmuch as we have only a four to five month supply of 
file fronts on hand and it takes approximately ninety days to 
secure delivery, it is requested that 60,000 file fronts (heavy 
duty, 18 point letter size, Shaw-7/alker Catalog number 44’-182-~A, 
item 38.0, cost ^2.4,15 per thousand) with compressors installed 
(Shaw’-Walker Catalog' number 44-182-A, item 24B, cost $2.95 per 
hundred) be purchased from the SliaW’-Walker Company, local office, 
728 Seventeenth Street, Northwest, Washington 6, JD, C. and 
delivered to the Filing Unit, Room 1113 IB. This' supply will 
last for approximately six months. 

RECOMMENDATION: 


That 80^000 file fronts with compressors installed (as 
described above) be purchased from the Shaw-Walker Company, local 
office, 728 Seventeenth Street, Northwest, Washington 6, D, C. 
and delivered to the Filing Unit, Room 1113 IB. 
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NO. <4 


Office MeA Q duPl ^ united st^s government 


TO : 

MB. 


FROM : 

L. B. SHOmlA 


SUBJECT: 

J- 

SUGGBSTION ^ O 



Submitted by 

3 


GS-4y File Review Unit 
BOB 11-12-5? ^ 

O'. // 



DATE: 


11-8S9 


p 


/ 


Tolson 

Belmont _ 
DeLooch. 
McGulie __ 
Mohr __ 
Persons , 







r<ti 


b6 y Vlt/^blllvon . 

b7C Tele. Room 

Holloman ___ 
Gandy _____ 


SUGGESTIONi 




There i s a-btached hereto a suggestion submitted by, 

1G3-4 File Clerk assigned to the File Review Unity 


who suggested several changes in the procedure of tht 



lA 


urning 


( of file s to the filing Unit, He suggests that ( l) wjien files 
are pi ckT(Tlj^frm^he various offices in the Justice Building 
they be sorted into boxes that are marked for routing to the five 
sub filing unitsi (2) that a table be set up in sub Filing Unit Two 
to receive the incoming boxes from the Justice Building; (3’) upon 
receipt of the boxes within the Filing sub units y these files 'pould 
be placed in numerical sequence by an employee assigned to returning 
the files to the cabinets. He feels that the adoption of his 
suggestion would result in the following advantages:' ( l) Files would 
be returned much faster, (2) Locating would be expedited, (3) Less 
handling would tend to out down on file repair, (4) Misfiles would 
be cut down considerably, (s) Unit Two would have more space for 
filing cabinets. (6) Returns for night shift would be cut 
considerably. (?) Fewer employees would be needed in Unit Two and 
on the night shift. ^ 

PRESENT PROCEDURE: 

Files are picked up from offices throughout the Justice 
and Identij^icati.qn Buildings and delivered to the return table 
located in the basement of the Identification Building. There the 
files are broken^^down by classif i cation y sequenced numerically and 
delivered to the-, Filing sub units where they are returned to file. 
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Memo L, E. Short to Mr, Me G-uire 
EE; Suggestion #, 

Submitted by 


11-2-59 


b6 

b7C 


RECORDS BRANCH OBSERVATIONS: 


Records Branch is opposed to adoption of the suggestion. 
Because of the tremendous volume of files returned (ijlSSjSld 
returned during past twelve^ months, tho monthly average 94,626 
and the daily average 4,542) a centralized operation as we have at 
the present time is more desirable than several individual operations 
and can be operated more economically because files are handled on a 
mass production line type basis. Inasmuch as there is an uneven flow 
in the return of files (majority of files returned late in the 'day) 
the centralized system is preferable to the decentralized system, 
particularly^ since night shift receives and handles the bulk of file 
returns and ‘a decentralized system would create supervisory problems 
inasmuch as our records are located in four separate areas on three 
separate floors in the Identification Building. The same number of 
work operations necessary to return the files from the officials 
using the files to the cabinets would still be necessary under 
suggested procedure and these operations can be more economically 
handled under a centralized system. 


RECOMMENDATIONS: , 

1, That this suggestion not he adopted. 





2. Ebr fcferpal to 
for acknowledgment. 


the Training 



and Inspection Division 



ADDENDUM BY TRAINING AND INSPECTION DIVISION: RWBrJrap 11-4-59 


Training and Inspection Division agrees that the suggestion 
should not be adopted for reasons indicated above. A letter thanking 
for his idea is attached for approval. 







SUGGESTED PROCEDUSiE t It- is sugges^ted tho fo.llowing 

prooedwosv be esbablisjiQd in the- return- 
ing of flies, to the Piling Unit, 

1. That when files are piclced up' 
freroTthe various offices at Justice, they 
be sorted into boxe? that are marked for 
routing to the flT?e sub filing units. (See 
example one,,) 

EX&HPEE 1 

L P G 












PROPOSED RJEE-PIGK-UP syStPH AT JITSTTCE 


The ideal situation would be to uti- 
lize the CTirrOnt type courier box (l7i-” 
long, 12” wide and lO|” in depth) as A, B 
and C. As filing units four and six handle 
a larger (quantity of files, a larger bok 
would be necessary, A suggested .size would 
be .l3xl8xl8,for boxes D and E, At present 
there are eight pick-up runs per day from 
Unit eight., Two carts are borrowed from 
courier service and ub®^ each run by 
Unit eight. At the completion of each pick- 
up the boxes are taken to the Courier Service 





V '> 


0 




o 


As flies are ais0 senlb I’rora TJnit 
eight to Courlei* Service (piol^-tips from 
the aaventh floor), boxes would have^ 
to be kept on hand In tJnit eight. 


t-cr ec 


-y 


and 0 including lid. 



p and R Lnolttding lid.- 
( |*ropo3bd‘‘ ) ■ 



2, That a table be, set up in Filing. 
Unit Two to reOeiva the inoomin^ boxes 
fro^ Justice. At present the return 
table, methQd is being utlllaed. 


(21 



1Pl^s table VpUld' rep^ce the Jpeturp 
table and shonld not be a apace con-^ 
suming Item as tChe, large st-ampurit. of 
boxes transported by Courier ^^eryice' _ « 
on- one run is ndhe. The average 
aiaount of boxes per trip is four or 
five.. A,a there are flie- ?.pl,c’fer>up runs 
to hilSib, .6:l20ih, -Pile Review^ gorrer-^ 
lation and Filing Unit Six from Unit _ 
iwpi boxes would .have to; be kept on 
hind at th© proposed table forsort- 
.ing and delivery of tbese files* 

There are six file-pick.-iup rxms,.f^ - 
Unit Two j starting at 9:1b andehd- 
ifig at^ 3,: i5 Qde. employee* jshould 

be sufi'icient. for^ the work on^thia v' 
table, ( jEwo,, if the work load re- 
quires* ) “See example il.j = 

^ - gp on receipt, of the bpxee wi'th~ 
in tbe _Sub Pilihg Units-,, the files ' - 
would be nuiierlcalized by an eti- 
■ployee assigned to Returning ;of ' 
files to- tbe cabinets. One employee 
should be sufficient for this, worfc,. 

( T^o» if tbe wprk load requires* ) 
As-aopn as the files, have bp‘en nu- 
mericaiizad, ' they_ should be“ iramedl- 
ately !sent tpv fii.e,, Empty boxes Pn ^ - 
-hSnd in the Sub. Filing Units would 
-be picked up" after each delivery by 
enplpy.ees f rosi Unit Two* This will 
deter any’'clutterihg’‘up of the piling* 
Units*. / 


. At presents when files are 1 
picked-up from offices, at " yustiee', 
they are broken dpwh int o two - groups 
1 .,1199 and 100 thru end of files ) / 
and placed into one ,bf six boxes - 
that has the proper break down on it, ’ 
The so boxes are carried on a pdrt 
which is 7 . handled by two- emploje.e'a 
froW- Filing Unit EiUht (Jusibice}* ■ 
While one employee obtains, the liles 
from'' war ioUs offices,' the bthe.r - 
-femaihs with the cart for security 
^measures and to arrange the boxes 
so. that the filled ones are on the 
lower section, of the part* When the* 
boxes are all filled they are taken 
to Courier Spryice for transporta- ’ 
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^RnsEOT PBOaiDTJRE COir»f tian to Piiin^_TJnit 5?wp wftich ta 

loc&.tea at i*ooi>i OlOlib# Tlie flies 
are then removed from the boxes 
- and plbohed ird?o sfX different bins 
for further break down, ( Itfehru §0» 
bl thru 6h, b5 thru 99, 100-0 thru 
100-299999, lou-iOOOOo thru end of 
100 olasaification and- loi thru 157 •) 

” During the morning hours an average 
of two or throe emnioyoos are used 
oh the return- table • During the ” 
afternoon It Will average between 
3ix and twelve employees. After the 
files have been hrokoh down six ways, 
they are arranged by case number on 
the flat surface of the return table, 
1?he files afe then completely numcf-' 
icalized -after enough have gathered 
to warrent putting them into ordpr, , 
'Meanwhile, files -are- being added to ' 
the* return table through file-pick-- 
ups in bll8j,bj bl20ib. Pile Review, “ 

- - ' Correlation and Piling Unit Six. The 

files are then placed onto buggies 
I in numei*lcal order and taken to the 
filing cabinets of the sub filing 
unit a,. There ^ tho> files are laid on 
the end cabinet of eaph fow if there 
, - are files for that particular* row, 

- ^ ^ • ’Employees assigned by the Sub filing 

Units -to return files will then tako 
the files and place them- over the 
cabinet in which they are to be re- 
turned., The files are then roburned 
to file, 

ADYAHTAGES : Li Piles would be returned much fastr- 
1 ‘ sr, 

2 i locating Would be expedited*, ' 

3.' less handling would tend to- cut 
dowi on. wear and tear, 

a. ^ Repairs 

b, lamination ^ 

l4isf±ios would be cut do>m consid- 
drbbly, 

.5, Unit two Would: have mbre space for ^ 
filing cabinets, - . 

b. Returns, for night shift would be 
cut considerably, 

7* Fewer employees in Unit two and 
night shift. 


(W 




PISADVANTAGSS : X. Spa<?' 0 * in FiXing TTnit fpUr. " " ‘ 

'2, Poxes for XTnits foun and six. 
on ;flie-piaJtriLips u); justice " 

- - vronXd f JXX niore papldly 

, , - boxe# for Units one, t^o and 

. ^ " t^ee'.:_ C' File-pick-up s“ at j. jus- " - i 

- ‘ ' ' tioo ane confronted, with almost .. 

the sama problem- now, IhO 100-Q 
thru 157 boxed^ flul more rapidly ' - 
than the i thru 99* ) • ‘ ' 

3% Larger. bok r ihia oouXd be ovor- 
jQome by adding ad additlohdl^ 

’* 1 / box .to the slx.boxe's carried by' 

- - _ ^ justica Building filOrpiokr-up ’ ^ ' 

■--- ' . perdonnelv.- ' " - ' " ” ! 

' ■. 4,. Bulkies ? .Bulkies. only dyOrage^ 

-j. l5-lt returned daily. They ahbuld ■ 

■create no real probleja. " ' 
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Director, JB! 

Att.’n: Forms, ,, Majuials Deslc' ; 

. ,Training and^tepectibn.Di^^^ 
Sac, Siilade Iphia ~ ^ 


DATE; Npyembef 4, 1959 




SKJCIAL. AGENT 
SUGGESTION * . 


b6 

b?C 


Enclosed in triplicate is the suggestion of the above 
agbnt that file covers be made in five different cplors' for 
various types of cases, 


i believe the suggestion has- merit, although, to” change 
the color of the’ file back when a subject is designated a 
fugitive would, create an additional burden and be impractical, a 


2 -^Bureau, EnO, 3 

I'r Phila 
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Empjoyee SwSgostion 

'' rD^Sp(R<W.-^’.4.57) 


Cp 




ter*s name) 


Date , , 

11/3/59 


Division of Assignment 

b^C 

■pUTT ATlPT'PWTA 
x^xliJmUi^ Jjt nxA 



DUector, FBI ^ [| 1^^ , | ppTT.ATOT.PHIA 

SUGGESTION being sxiggested thqj^J^£Le covers, feema do in five .different c olors . 

with each color bejmg ^d^sigMted^ for ^^^^rtaxii-tif|)'e dr case, producing the file 
covers in pattel.or Hght colors, black lettering would be more noticeable and easy to 
read. The folldwing categories ,wo\£Ld seem most logical and advantageous. 

1. .A^licant cases 

2. Security^ cases 

‘3* I^lgitiye: cases " 
ii. Criminal cases, other than fugitive 
, 5» Adi^istrative files and- all other files not falling within the above 
.categories . - 

Under 'ifche above system when criminal cases became fugitive cases it would 
be necessary tq^«change the file cover. 


Current practice or rule (Iticlude manual citation as well as facts) 

At the present time file covers' (Form No. 1-D,. of 1.), which are light tan 
in color, are used for all types of cases. ' 

jAdvontagos ol suggestion and annual savings (Include b'asls'for estimate) 

!• Save time in idcati^ files, especially ih the l^ger offices; Files 
.which are not in the pending dr closed, file cabinets and which are requested through 
special file search, could be located mbre expeditiously. 

2. Help prevent ndsfiling, that is a file clerk would be less inclined 
to )put a security file in a closed* cfiraihal file cabinet, if the file 
covers were of different' colors. 


Disadvantages ol suggestion 

None apparent at the present time.. 


(The.use by the, United States of my suggestion 'shall not form the basis of d furthe 
■ assigns upon the Unlted States) » - • - » - 


Lx I Mr. I lura. I .1 Miss 


'Recomrnendatlohs and comments of Dlylslon Head I beliej/e thd\’ suggestion has merit. How- 

eyer, I think that desi^atin'g fugitive caa^ a separate color would cre- 
ate a burden and .would not be practic^, s^^e= it would require changing 
file backs on a case -when the \ ^ ^ 

subject' becomes a fugitive. \ .stgd^ure and Tiue Agem in.char 


lai. Agem In.Chars 


(Do not write In this space - fot^Bureou use only) 




Lti h 




-■>a^ss 







Recommendations and comments of Division Head (Continued) : 

I believe that the distinctive color foe different types 
of cases would do much to facilitate filing and would 
prevent* misfiling. 



/*V. ^ <T:> 

Employee Suggestion 
FD-2S2 (11-14-SS) 




Director, FBI 


From: 

SAA 


Dale 


1/11/60 . 


Employee assigned to (Division) 

bb 

NEW YO^ 

b7C' 


SUGGESTION - _ - ^ 

: — Arrubber* stamp, or mimeograph, be prepared, containing the names of 

all cities having. Bureau offices, in alphabetical order, Spaceeshould# ; 
be provided alongside each city for the pvirpose of placing the file \1 
number of * that office, and in p^enthesi's, the NYQ serial number where ^ 
the other 1 office file number first appears. if 


This ^stan^) or mimeograph would remain as a top serial or on the t g^ 
file volme cover.,' There vrould thus be a record of all ofiPices vrtiich ^ 
ever coramuf^cated with the office maiintcLining the record, 

A \ o-fflCGL^ f/ac&ct W 

'' . .y— - I- 

' ^ / / 6 T li /j a m L-eK ^ 

3, p. 7 - me numbers- for ' f' 
au:id.liary offices may be entered in longhand on the inside of the filef I ' 
cover in the right-hand comer, , ^ ^ 

Advantages. o{ suggestion - ' J. 

Form “would materially assist in dispensing with file reviews by SAs 
to locate these numbers, and which the Handbook says should be included 
in communications to other offices, .if readily available. 

In the preparation of reports for dictation, not only would the file 
numbers of auxiliary offices be known, .should other leads be desired to 
be covered, but the possibility of these file nimibers'^ being overlooked 
would be obviated, .The remaining other office file numbers, where no 
leads are desired to be covered, would thus serve as reminders of possib' 
leads not covered, and also cause consideration of likely leads to be 
covered. 

The theory of the above is sigiilar^to the system enployed in keeping 
a record of the various. SA. responsibilities on. the PCI Program,, with 


a record or the 

Oisadvcmtaqes of suggestio: 


5£trh£: 

O 

File 


resoonsd 

ne-xteun 

m. 


Annual Savings (Show basis for estimate) 


REC- 60 


a-?3/ 



t'Z JAIU31960 


rrhft hv iinMftH Rtntfts ^f "mv siinaestfon shall not form the b asis of a further claim of any nature by?te^*^V hel^ , or 
assigns upon the United States) 

□m.. n Mrs. □ Miss 


I I Mr. I - i Mrs. □ Miss 

•giin SCal:g;; 

Recommendations and comments of Division Head 


ilgnature ana t itle or/a\rggesief~ 


Not recommended, since current regulation permitting,* entry of fi 
n\^ber of atnciliary offices on inside of fi3^-«®2i?^;^,^Deajae^ 
adequate]^ ^C 9 yer the problem. T) Hnfj 


mm 









^ ^ //’'Signfc 

[lure^ 

ITkW' 

ttTeC-.-' ) 






' tfrnONAl fO»M NO. 10 

UNITED STATES ‘GOVI 


fMENT 


' TO 


MemoranaMrn 

; MR. MC GUL 


0 


FROM 


subject: 


i. Ej^SHO. 



date: January 11 j 1960 


SUGGESTION - FILE BACKS 
Submitted by 


Clerk, Seattle rieia Office 




Ttottet 


W.C. Sullivan 
Tele. Room „ 
Ingram _ 


Gandy . 


I I Clerk, Seattle Field Office, 

has suggested that the field off ices^bc^^^ lied wit7vj;-fjiJL&. 
backs. -O f the same quality as file co'versi^T SUnched backs with 
removable- . fasten.e.7is- . She points out that fTle' 6'ao'ks are 
presently equipped with fasteners glued on the back* I 

I states that the fasteners are of thin metal and after 
having been bent several times in the filing process are not 
reusable. She also points out that because of the thin metal 
fasteners, the edges are sharp and cut into the. paper causing 
tears. She feels that with removable fasteners, the file backs 
"may be reused many times. The Training and Inspection Division 
has requested the views of the Records Branch concerning this 
suggesti on.. 


RECORDS BRANCH OBSERVATIONS: 


The Records Branch uses file backs with imbedded 
fasteners similar to the type used in the field'. Wxile these 
backs are more expensive ,~ it has been our experience that they 
are far superior for filing operations to those backs with 
removable fasteners. Backs with removable fasteners have the 
following major disadvantages: 


1. When an employee is filing mail, many times the 
fastener will fall out of the file back thus necessitating 
unnecessary use of employee time to replace fastener. 


8, Unless file compressor is securely and tightly 
fastened to fastener,' the fastener protrudes from the back of 
the, ^f He and many times catches on the other files causing tears 
or erbating^ difficulty in returning files -po the cabinets. 


Tgphsllb4^ 

jf L persrmnel file of 
Enclo^lkr^^ 




(Csmtinued on Page 2) 
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Memorandum ‘L. B. Short to Mr. McGuire 
Be t SUGGESTION •* JBUE BA CKS 
Submitted by 


Clerk j Seattle Field Office 



bo 

b7C 


We have experienced very little difficulty with 
fasteners breaking off and have been well satisfied with this 
type of file back. We intend to continue to use them at' the 
Seat of Government and feel that the field should realise the 
same, benefits. 

RECOMMENDA TI ON : 

For referral to the Training and Inspection Division 
for appropriate action. 
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Emplciy^»>?U9g8Stion 
,FD-2S2 (Rov, 2-4-57) 


Director, FBI 


SUGGESTIOK 


From; (Suqgastor*a nomo) 


%2/X5/59 


Division of Asslqnmont 

fBXr. Seattlsi. Wasidiigtoh. 


X siiggesti that oiu? offices' be supplied ^dth .file backs of the 
same quality as the file coversi punched backs 'With removable, 
fastenersv 


Current proctlce ot'tule (include monuol citation as well' as loots) 

File, backs. Mth glued-gai fastenerai 


Advantages of . suggestion and annual 'savings (Include basis loir estimate) 

File backs. :pres(3ntly ,fm?i]dLshed come eqt^ fastene3?s glued on 

taclsri. The -fasteners we . of thin' metal and after having' been bent 
.several, times; In the* filing process we hot; re-usabl‘ei, which means both 
the fastener and back’ must be: discarded after the first -using* Because 
. of the i^ilh jnetal^ the edges are sha3?p and cut into the paper ji 
causing them to. tear.; Iffien fasteners .are removable the file back may 
be.ased i^y times; This Jaeihg* the case there mvOL& be h .savings 
effected.'iiith the ase of removable fasteners; 


Disadvantages of, suggestion 

None 


(Th'e use by the Urilted Statos ol my .suggestion s)iaU not form the'bdsls . 
assigns upon the United Stotes) 


Mr." Mrs, □ ) 



Suqqester 


estion 


oacks men avvacned rasteners wear ou 
much, faster and have no further 






signature. ond Title SA 
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oriONAt totV NO. 10 


UNITED STATES 

Memomk 


TO 


FROM : 


subject: 


Mri Mohr 


SUGGESTION # 391-60 
SUBMITTED BY 


5 


date; January 21, 1960 


SEATTLE OPPICE 


Tolson _ 
Mohr ___ 
Parsons . 
Belmont _ 
Callahan , 
De Loach , 

Malone 

McGuire - 
Rosen _ 
Tamm 


Trotter 

W.C. Sullivan . 
Tele. Room ^ 
Ingram ___ 
Gandy ^ 




b7C 


SUGGESTION: That field offices be supplied with file backs 

with removable fasteners. 

P^SENT PROCEDURE: Pile backs with glued-on fasteners are 

u"tilized throughout the Bureau., 


OBSERVATIONS: 


pointed out that the fasteners on 

file covers iiow utilized are not reusable. 


The Administrative Division advised that the file 
covers we how use costfj $36i94 per thousand and the file 
covers without fasteners .plus the individual fasteners costs 
$29,95 per thousand. If the suggestion is adopted, a sayings 
of $16.99 will be realized for each thousand file backs purchased 
by the Bureau.^ 


The piles and Communications Division studied this 
proposal and is opposed to utilizing the suggested file covers. 

They gave two reasons foi: their being opposed which are as follows: 
(1) when an' employee is filing mail, many times the fastener 
will fall out of the file thus necessitating the employees 
time -to replace the fasteners, and (2) unless file compressor 
is securely and tightly fastened to..fastener the fastener 
protrudes from the back of the file and many times catches 
on the other files causing tears or creating difficulty in 
returning' files to cabinets. The suggested fasteners protrude 
from the back of the files and get caught onto other file' 
fasteners resulting in files being misfiled. In the past, this 
^has created a locate problem and much time has. been lost in 
finding the missing files. In addition, the proposed type of 
fasteners tend to take more* space in file drawers and when used 
in great numbers allow fewer files to be mp,iptained per file 
drawer. 


) be maintained per file 

/ 9 


In view of the disadvanf^^^Snoted above and because 
the proposed type of fasteners tend to extend froM4tH6NfS£d960 
and could possibly mar desks, etc., it is felt, that the dis- 
advantages outweigh the savings, 

(Continued on Page 2) 



- Personnel of 

”'5ot)AN291360 


(sent direct) 
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Memorandum Mr* Malone to 
Mr. Mohr 

Re: Suggestion #391-60 


RECOMMENDATION: That the suggestion not be adopted* I| you 

agree, no further action need be taken as 

suggestion was acknowledged by letter dated 12/29/59 




OhlONAl JOJM HO. 10. 

‘ UNITED STATES GO\4»^3^NT 

'Memorandum 

1 

j TO : MO 

L, E. SHOE 




\ J' *■ 


FROM 




date: 1/26/60 

o 


subject: SUGOESTION #-509-60 

- RECORDS BRANOH STREAMLINING COMMITTEE 


Tolson . 

Mohr _ 
Potsons 
Belmont 
Callahan 
DeLoach, 

Malone 
McGuire 

Rosen i; 

Tamm Si. 




Trotter — 

W.C. Sullivan 

Tele. Room 

-Inoram ^ 

Gandy 


SUGGESTION: 


a GS-3 employee assigned 


to the Filing Unit) Records Branch, has suggested through the 
Stremlining Ooimittee that eac hfiupjrvM sX^ 

lirUTTCpTTte data on ,all\f^%le reguests .hy^ that., o,tfj,ge^ which would 
Yevecu. the travel of the file such as the date and time it was 
returned to file. 


PRESENT PROCEDURE: 


up to date and having them accessible to locate clerks would 
speed the locating of files that have been charged out and are 
wanted by other supervisors , 

CON CLUSIONS : Records Branch is not in favor of adopting this 

suggestion in that it^is felt it would be a tremendous burden 
on supervisors and their clerical staff to keep these forms up 
to date and they would not be used a sufficient number of times 
to warrant the time and expense in preparing the form‘, 

RECOMMENDATIONS :. 

1, Unfavorable.,, 


b6 
b 7 C 


indicates that keeping such forms 



2, For referral to the Training tand. Inspection Division 
for acknowledgment and appropriate action 


f-19 

^130 


i \J 23 FER 4: 

SEE. ADDENDUM BY TRAINING -AND INSPECTION DIVISION PAGE 2. 


I960 


Vii^iAEnclosure 
V^^TCH:: 




^llbsgbl 


1 “ Personnel file of 

FEB9 
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ADDENDUM BY TRAINING AND INSPECTION DIVISION RWB:mgj^ 1/27/60 


This Division agrees with the 
the Piles and Communication s Division. 
is an appropriate letter to 


recommendations of 
Attached for approval 
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OfTIONAl #ORM NO. 10 


UNITED STATES GOvC*!^ 

Memorandum 


ENT . 


TO 


FROM 




date: 3-28-60 


Tolson . 

Mok^ 

Faisons 


Belmont 
Callahan, 
DeLoacl 
Malone 
McGuli 
Rosen 
Tdmm 



Trotter 

W.C. Sullivan . 
Tele. Room _ 

Inotam 

Gandy ___ 


subject: 


Sugaestion Submitted B v 


GS-7 3 Correla'bion Unit 
OORR, EOd .8-29-42 


SUGGESTION: 


suggested through ’SK^Records Branch 
Streamlining Committee that allPfiles’ in th- ^si&O clas sification 
opened during World War II from i93y to 194SHrri^ch the r 
iio- investigatton coridu^e3~pr^tjre^iJruWs'-^^^ deyWrUiB'e’d'^tTiere 
was’'n6T"vi'ol'(iti’6h or ' se'cUri t^ risk in1o^Ive3~15e^d'e^^r^^ 




PRESENT- PROCEDURE: There are no provisions for the destruction 

of such material. 


b6 

b7C 


OONCTj USI ONS : Records Branch i,s not in favor of adopting this sugges- 

tion since' it would be a tremendous task to find the files involved 
and have clerical employees of the Records Branch attempt to 
evaluate them in accordance with the proposed suggestion , On 
subversive searches in the File Review Unit 3 the rules provide for 
the *identing of files if an allegation of subversive activity has 
been made whether this allegation was substantiated or not. With 
the many problems that would arise in adopting such a suggestion j 
it is doubtful that such a project could be undertaken at .a 
reasonable cost. 


ACTION : should be orally thanked for the submission of 

this suggestion 3 and a copy of this memorandum will be placed in . 
her personnel file so that her interest in- the Records Branch Stream- 
lining Committee might be noted, 

RECOMMENDATION : 

,Vp For i nfo rmdti on 
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UNITED STATES GO\C^^IENT 

Memorandum 


TO 
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subject: ■ Suggestion Subrtiiii^ed 

G3-2, Filing Unit 
BOS 12-14^59 
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RosJ'n 
Tamm 
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W.C. Sullivan , 
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SUOaESTION: 


has suggested through the Streamlining 


Committee that alT^liases of subjects be listed on the 'inside 
of the file -cover ^ 


PRESENT PBOQESURE: Such a listing fs not made and if an employee 

is filing a piece of mail showing one subject and the top piece 
of mail has a different subject^ the employee is required to- locate 
his subject in the file before filing the mail. 


AS7MTAGES: | | indicates an advantage to adopting his 

suggestion would be, the time saved by employees filing mail who would 
not have to thumb through files looking for aliases of the subject 
of the file, " . 


OONGL USIONS: Streamlining Committee has considered a suggestion 

similar to this during the current session and recommended it 
unfavorable because of the great 'amount of work necessary to list 
all names and aliases either 'oh the inside cover of the file or 
as a top serial of the file. In addition substantial employee time 
would be required to keep the data current on a continuing basis. 


ACTION: I I has been orally thanked for submitting this 

suggestion and a copy of this memorandum is being placed in his 
personned file to show his. interest in the Records Branch suggestion 
program, 

RECOMMBNBATION: 

For information. 


TCH:llb:bpr^ 

1 - Personnel file of 
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July 2D, 19G0 
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Feder^ Bureau of luYCctisation 
Vi^acMuston,. D. C. 


Bear 




I have received your suggeotiou fliaf a form be 
pror^ared to bo used ac an aid in locating files. I am euro 
you vdll ba interested to Imo\7 that cystcniG cimilar to the 
one you proposed have been tested in the pact but ^ore 
abolished because they clov;cd dovni locating procedures. 

Although your idea is not feeing a^pted in 
this, instance, I v?ant you to knOvT tliat your interest in this 
>:Sl£&“9"‘^'‘1|»tter is- very much -appreciated. 


f ^ 
cn 



03 


C! 






1 - Mr. McGuire 


Cincorely yours, 
H,EHGAir HOOVti? 


2 a 

o 

o 

y: 


f*xt 

o 


o 

ro 

“T? 


cn. 



nT 


I' Tolson _ 
Moht - - 
‘ Patsong, , 
, Belaont , 
; Callahan 
, DeLoach 
|, Malone 
* McGuin 
^ Rogen 
Tamm 
. TtoUet' 



r. ^ " File of I I 

^^iWBimeh (Suggestion #28-61, dated 7/26/60) 

(5) > 

«®iOTE: Suggests that'a form be prepared to notify employees returning 

^ files in . the file cabinets tiiat the fil|^|A4n^locatei The form 

gwouldbe placed on the top of the charg^il^^ano^hen aii employee 
•returning files finds one of the prp^'si^ forms on top.of the charge-out 
^r a filabmng returned the emplbyees. woulc^tacl^^e form to the file 
.anddake it' to the Locate IJnit in me RecOrds&^dfe 

- (continued on page 2) 
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Emiroyee S5g9e*6n 

FO-2S2*{R®v. g-fl^S9) 
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Date 




U 


JLuly. l^MQ- 


To: 


Otrsclor, Fgl 


StiGGESTJOW" 


From; (Suqqestet's n^e) 




Pfvi/sion of Asslqnmenf 

lY 
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^dt tfte Filing Unit use a forth (see attached samples) 
to be placed in the file drawer while making a drawer check and 
finding that the file has been charged out* Th^a form would be 
placed on top of the charge out in the drawer* When the file is 
returned to the drawers the person returning the file would 
remove the form, attach it to the file and send the file to the 
Locate Unit* if the file is still on locate, it would be sent 
to %he person. If not, it would be sent back to file* If a 
locate is cancelled or located, the, form should be removed from 
the drawer so the file would be returned to the drawer* 





Current ptqestice or rule (Include manual, citation a 


A Locate Olerk checks the drawer to see if the file has 
been returned* 


Advantages vOjf suagestlon and annual cavings (Include basis for- esllmatel 

The file would be located and sent to the person requesting 
the file faster* A file would not be returned to the drawer and 
remair^there until the drawer is again checked for the file*- Also, 
it wou^d cut down on the number of times a, person woUld have, to 
^heck0ie aramr for a fUe. 

^ j- 

■ .T“ 

, '3 — - 


1 1 ■I' l'a 

Oisadvantades of suggestion 


If the file was taken off locate or was located, the form 
would haPe to be taken out of the drawet so the file would be 
Returned to the drawer* ^ 


/ 


V». 


(The U-Se by Ih^^nlted Stages of my suggestion shall not form-the bails q(»o hirlher claim of any nature by roe, my heirs, or 
assigns upon th^Mnlted Statgp. j understand-thot f will be consldered.fnr nnVrlnaitlJil.fld ttMflid Qaivi Lt ibm sniaiaiBatlon Is adopted 

.iJ. e^J 


withlrivtwo ypars^^ter s^toisslop.l 


CElr. o 




com pj pivfgtoit ~ 

Ukkfavordhle* (SeC attached sheets) 


i"in n> " ' ui""o ' uy^ estor 






L 


(Do not wrlti^^t^.’!^l|^^ for Bureau 



'0^ 


Slgnaiure<nn'a TJiriio- (f 


use only) 


/P (l /) 


7 / 
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July 26s 1960 


I proposea ihai ishe Filing Uni-t uae ei-bher 
one of the two types of sample forms attached as a "atop" to 
notify the employee returning the file that the file is on 
locate* The form would be placed on top of the charge out in 
the file drawer* When an employee returning files finds one' 
of the proposed forma on top of a charge out for a file being 
returned, the employee would attach the form to the file and 
take it to Unit YII (Locate Unit, Room 1116 IB)* It, would 
then be necessary for someone to check to determine if the 
file is still on. locate and then forward it accordingly* 


The Records Branch is opposed to . 

suggestion on the basis of disadvantages discovered during 
previous experience with systems of this type* Simildn':*ayatema 
have been tried in the past, but each was abolished in order to 
provide faster service on locates* It was found that the 
administrative details necessary to operate such systems slowed 
down the locate procedure and required more personnel to 
operate than .ms necessary after the systems were abolished* 
Such systems loere aiao considered, during at least two Records 
Branch Inspections but were not adopted %e cause of the dis- 
aRvaniagea* ^ 

To requires employees returning files to stop and 
turn in files on locate iaouid -cause considerable loss in the 
mass production advantage gained bv the present system of 


returning files to the cabinets. [proposal would 

incur\a substantial administrative overhead in ^establishing a 
Control Beak to> correlate locates between Units in. the Justice 
.and Identification Buildings*. Alaq. the majority of locates are 
found before the file Returns to the pabinata and in each 
instance where this happens, it would require >ah extra step 
to remove the ^'atopU from the charge out* 


When a similar system was in operation before, it was 
found that there ms a tendency on the part of the locate clerks 
to wait for the '%top" to work* Locates were delayed^ when the 
employees were reluctant to check the return tables arid the top 
of the cabinets because they believed that the "stop’^ would 
get the locate an hour or two later in any event* At the present 
time, employees are required to check the cabinets at least once 
a day or more frequent on special y locates* They obtain additional 
leads in doing this and some^imes/orM a file which would escape 
detection for much longer periods under the ’^stop^* system* 


^LWBzllb 

( 5 ) 


(Continued on next page) 
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Sugges-bion by 
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July 26, 1960 


It is felt that the suggestion encourages only passive 
attention to locates when it should be continuous, aggressive 
action until they are found* ^e administrative details necessary 
to operate the suggested procedureKin view of the size and 
location of the Records Branch as well as the rest of the Bureau, 
makes this suggestion impractical, 




REPOMMENDATION : 


That 


suggestion. riqf;_ be adopted. 



- 2 - 
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-VITED STATES GOvJ^MENT 

Memorandum 


0 


TO 


FROM 


subject: 


MR. 

L, E. 



date: 8^16-60 


11 lie 
^ Rosen 
b » Tamm . 
b 7 C Tiottei 




W.C. Sullivan , 
Tele> Room 
Ingram ^ 


SUaaSSTION # 66-61 

RECORDS BRANCH SIREAMLININC COMMITTEE 



ya CrS’‘3 employee of the 


SUCGESTION : 

Filing Unit, has suggested through JHie Records Branch Streamlining 
Committee that an add itional sise^file .front and bach be obtained 
to measure 9" x 18". P \ pFint£out that at the present 

time we''lmt ntatn two sizes those being' 8^" x 11", and 9" x 14", 

points out that on occasions mail is .received a fjfaction 


of an inch larger than the small cover and cannot be maintained 
in the small cover for an extende d veriod of time without being 
mutilated and in need of repair, \ \feels purchase of 

the additional size would handle this problem, 

CONCLUSIONS : Records Branch is not in favor of purchasing the 

third size of file covers because of the additional expense in 
stocking. On the few occasions where it is necessary to use a 
9" x^l8" folder, the present 9" x 14" size can be altered 
satisfactorily. 

RECOMMENDATION : 

* 

(l) Unfavorable, 


e. ‘ 


Division, 


(8) For referral to the Training and Inspection 


TCH:jaosllb 
(4) JOP 




(ADDENDUM BY TRAiINING AND INSPECTION DIVISION, PAGE12) 
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2 I960 


i960 \ 


lo AUG 311960 

U3ESSfiSpj(*8^' 









ADDENDUM BY TRAINING AND INSPECTION DIVISION, RWB:bmw 8-118-60 


The Training and Inspection Division agrees that we should not’ 
stock the suggested file fronts and backs since we would not have sufficient 
use for such folders. As pointed out by the Records Branch, the 9" x 14" 
size can be altered on those few occasions when there is a need for 9" x 12" 
fold ers. The su ggested folders would cost f81. 17 per thousand. It is felt 
that l [ should be advised that in view of the limited use we would have 

for the folders and because of the extra expense involved that her idea is not b?c 
being adopted. 


BE COMMENDATION: That this suggestion not be adopted and that 
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UNITED STATES GOVEOmENT 

Memorandum 


TO 


FROM 



o 


Q> 


date;, 8-19-60 




bS' 


subject; SUOaSSTION # 76-61 

RECORDS BRMGS STREAMLINING COMMITTEE 


Tolson , 
Mohr _ 


Parsons 

Belmont 

Callohan 

DeL(»ch 



Trotter 
W.C. Sulllvj3 
Tele. Boon, 

b 



iol 


|a GS-6 employee of the 
has suggested through the Records Branch 


SUGGESTION: 

Consolidatioti univ. 

Streamlining Committee that consideration be given to discon- 
tinuing opening new ^^in files on the subject ma tter of relation - 
shi p between .fore-Ca^o ountries'* ~1 I indicates that 

type mall could logically be pxacea in onie of the following 
general ffiles: Political Matters (109-18) with sub file for 

specific country. Military Intelligence Reports (100-7660), 
Military Intelligence (68-9798), and Intelligence Data from the 
Pacific (68-73361) » Further she proposed that existing files be 
consolidated into general files* 

CONCLUSIONS: The Records Branch Streamlining Committee recommends 

adoption of the proposal to discontinue, opening new main file^ 
on this subject*. In addition, supervisory personn el of the 
Classifying Unit and Consolidation Unit considered 


suggestion and are of the opinion that it should be adopted* It 
is to be noted that a vast majority of the files opened on the 
subject matter of relationship between two foreign countries were 
opened^ during the late 1940*s and early 19S0*s* Very few files 
have been opened within the recent years and accbrdingly no purpose 
would ibe served %n now consolidatJng such materidlT* Th'fs "phase of 
her suggestion should not be adopted* 



RECOMMENDATIONS: 


ad opt ^^* 


1* That part one of 


suggestion be 


8* That employee's proposal to consolidate existing 
file* noi te adopted. hL'M Jf 

10 AUG 81 1960 ■ 

"I 3* For.^ referral to the Training and I nspection Division* 
Enclosxike' ' •* 

TCH:LES:bpr - ^ r^TA^/\ :? 

(^) 


V f ^ 

(ADDENDUM ^^"^iJ^RAINING AND INSPECTI^d BlWSIQN, PAGE; 2) ^ 
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ADDENDUM BY TRAINING AND INSPECTION DIVISION,,, RWBrbmw 8-25-60 


I I proposes to discontinue opening new main files 

on x'orresp6i^d^ce.^ich relates' to matters concerning foreign countries. In 
lieu, thereof^ she proposes that the communications be placed in a sub file 
which would eliminate the necessity of opening new files on various communications 
which are received by the Bureau, For example, a report from CIA which 
would pertain to . military intelligence in. China, the document would be 
placed in a sub file on military intelligence. The sub files would 
consist of a breakdown- on military intelligerice.-by cpuntry. The existing 
main file oh military intelligence contains only general information and 
when a specific country is involved, a. sub file is opened for that country. 


|f\urther proposes to consolidate all of the 

existing files. This would not serve any purpose since the material is ten 
to twenty years old. ^ 


The Training and Inspection Division agrees tiiat.it would 
be desirable to discontinue the practice of opening main files since it 
will simplify recording procedures. We agree that it would not be desirable 
to consolidate existing files for reasons indicated. 


RE COMMENDATION: That the attached letter be sent to 

' advising her that the idea to discontinue opening 

new files is being adopted and that the matter concerning consolidation is not 


being placed into, effect. 
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act 29, 1CG3 
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Fc: oral Farcau cf I'lvectijption' 

7;arJiir.^en, ID. C. ' 




X>cad 


^ f 


b ( 
b" 


I havo bcon adviced ef year ca^gcctioa to 
dic^dJjtinuo tbo practice of opcEips certain, nov; min €1163 
and to ccnsolidrito pertinent cxictins files into general 
fUco. I am indeed pleased to inform you tint your idea 
with rccpect to discontinuing opening new main files has 
been .adopted and^ appropriate action In being taKcn to 
place your idea into effect. Alter careful considcratlcn, 
it has been concluded that no useful purpoqe would be 
corved in consolidating thp existing files as suggested. 

•T: 1 vmt to express my appreciation for the 

: intent which prompted you to malic this suggcctlcn f y 
’ designed to ctreamline this phase cf the Bureau’s ^ 

T.J^c^ion. 
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Totson , 
Moiij — 

. Pojsons- * 
BeJroonl «, 
CallcWft" 
DeLoacIi . 
Malone „ 
McGuSte „ 
Kosen 
110010 
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Mr.cMcGuire 




Sincerely yours, 

Edgar Hoov« ^ 
V 
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TtoUe^ 

«.p. Sullivan 
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8-19-60) 

tvii: 'iky.-' TV 


d -on memo L. E. ShoWiS)^; McGuire 8-19-60, 
Records Branch ^tr^faMining Committee, 
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December ^1, 1^60 


Pi?RS6l?AL 


Federal Bureau of lavestigation 
Washington, D. C. 


? f 
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f ,« 

- § 5 

O ^ 


b6 

b7C 


Dear 


DEC 2 11960 


I have received your proppsal that in the eveht. 
of a change iii offipe' space, the Agents affected should recharge 
all files in their possession by the close of business oh toe day 
the move is made. 1 hm pleased to inform you that your idea 
has been adopted and hecessaiy instructions will be issued to 
implement it. 

Your suggestion indicates your interest in Sireau 
operations and lappreciate.it ver^ m^ 


COMM-FBI 


3? 

.■T5 



X - Mr. McGuire 
i - Personnel file of 


Sincerely yours > 
J* Edgar Hod^f 


^B:JER:birA'tsi^geslioh #310--'61, dated 12-13-60)’ 

(5)' 

NOTE: I [suggests that Special Agents be required 

to.-submit to the Filing Unit a recharge of all files 
in their rooms on those occasions when their office spacers changed 
to facilitate locating files that are'pharg§d:.ou6;^t»>>. Special Agent 
L. E. 'Short is in favor of adopting this idea. and pointed Out that* 
upon approval,, the Records Branch will implement this, idea through 
liaisoii with tli.. Section Qh^efeof.toe employees involved whenever 
moves of toiS typ>^4rehimd4’^h to future. The new procedure will 

]/7 ’ 

191361'^^^^" f— 1 ' 

WAIL BOOM lI_J‘ TELETYPE- UNIT L^-. 
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NOTE: (con't). ” , 

merely require .that Eiling Unit be notified. of the new space occupied 
by the Agents to whoih the files abe charged. It will provide abetter - 
control, of files and facilitate their location. Upon approval of tbis 
letter^ necessary action ■will be taken by the Files and Communications 
Division along the lines indicated. 




Suggestion 

fl^saTRev. 9- £ 1-59) 


# 3 X 0-61 


To: 


iPrdm: (Sucraestor's licrzno)' 

“ - 

Director, PBl 





Division o£ Assi^nmont 

Files & Oqimuni oai;,i ohs 


That when a Section or a group of agents within a section^ 
change rooms,, as was regently d^one^ in tho Nationalities Secjdonj fhe 
agents that apf affected by the change he required to sub juit to the 
Filing Unit e^e charge o/ all fijiejs. in their rooms by the close" of 
business on the^day^heynake ^ the ck^ge,^^ ^ c 

;Wrtf&£v£A/T IJh/^-A '^XS-iX 

— ■ - 

6 p c B. [U 'ofpilg, p F S’ 


Curtent practice pr rule '(Include uttmual ctiotion 93 well os foots) - • > _ 

None as far as a recharge is concerned. 

Advantages of- suggestion ond,dnnual.savlngs (include basis for estimate) 

By the next morning all outsJ:anding locates w’oald^ be brought 
ug to date and would contain the new room niimbjers for all the. agents 
that changed rooms. At, present it tape's a' few days before all this 
new inf orniatigh is placed on all locates, A recharge. would also 
protect against files being misplaced in the wrong rooms or in wrong 
cabinets. Aecordingly^ having, the correct inf oriA'ati oh placed on all 
locates Would assist locate clerks in determining the new room numbers 
for the agents Until. a new directory is distributed,/ " . 


?lD(sadvanta^i o'i suggAtton 


(T|i,e;UBd-bj l^eUnlted^pTates^piiny Wggestlgn'shdfi'so't’iorm the bdsl^ of a iurttjet claim-of.anyliaturo.by.me, my 'heirs, or * 
as^sfgns,.upbri the UnttecttSitates. I understand that I. wlll'be considered (o r any lustifledi aword only If my sugg estion .Is edited 
within two yeaVs after SS^isslon.l-' ‘ . ■ ^ ’ 

UlMr, □Mrs! Qmiss 4 

gnature anti Title 01 Suggesfor 


Regpmmendgilonsjahd comments of pivfsloh Mead 

’ Favorable f See attached page. 


(Po not write In .this space - for -Bureau* use only) 
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SignoturQ^and Titled 




m DEC 19 S 0 
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nuggeatt on 

Re,oqnmend(i:6ion8. and ’ cojmieritq of Jiivia.f oh' Bead ( continued) i 


V - If adopted:, fke Reoorda Branch will' impleneh't thi's 
jsu^geation thrp^gh liai a q^ w^ Chief: of fhe*empl6yeea 

involved v^enevit move af^^^df “this -type are Mdde ij%: tfie f utute, ' 


^IWBtima 
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December 22, 1960 
PERSONAL 


bo 

b7C 


Federal Bureau of Investigation 
Seattle, Washington 


I^earl 


Your Special Agent in Charge has forwarded to 
me^you£puggestion concerning tiie maintenance of exhibit en~ 
yelope§^n field office files. Careful consideration has. been 
liven te^your idea and. it vras concluded that it should not be adopted. 
The B^eau feels the procedures currently available are entirely 
adequate for accomplishing the ^result that you desire. 




Even fhough favorable action is hot being taken 
with re^rd to your idea, I appreciate theTnterest which 
prompted you to submit your observations. 


O. 

f 

zx: 

rn 


XXJ ^ 


hri 



1 - SAC, Seattle 


Sincerely yours, - 

U. Edgar Hopvef 

For your guidance in connection with 
this matter, yp'ur attention is directed' 
tp Part 2,. Section, 3, page 12, of the Manual of Joules and Regulations 
which provides that a separate section of the files can be set up to 
contain only lA exhibit envelopes where necessary. 
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NOTE: 


(Suggestion #308-61, dated l?-i2-j60) j 



'Trotter — 
' Vf.C. Sullivan 
(Tele. Room 
>91 

(Gai 


suggests that lAi'exhibit eii'^elopes be‘ 
maintained in the current or last section Of the multiple 
section file rather than in thp first section. This would entail taking 
files apart to move lA envelopes each time a hew file section is started 
since lA envelopes "are the bottom items in the file. Manual of Rules 
and Regulations provides that a separate section of the file can be set 


0 


TELETYPE UNIT □ 


I. 









NOTE: 




up,. to contain only lA e^bit envelopes where necessary. This is > 
believed to. be m ore convenient and economical than Ide^resented by 
[and .provides field divisions with., a procedure which 
can be used .any time it is felt necessary. In view of the: fact that 
procedures currently available are ade^uatej there is no reason to 
adopt the procedure suggested,. _ . _ 







1PB5WMD1SW 


Director, FBI 


suggestion 



Division ol Assignment 

Seattle 


TT 


That the lA ser ial manila^.e nu.eLop,e he transferred to and maintained 
at the bottom of the last vo iume_jof multi pi e volume_^^le§„t,^ 


/ 


Cuitent jprcctlee ot .rule (Include manual citation ,ds Well ps lactsj, Part If , Se"C,. 3 , page, 12 , Manuaf 

of Kules and Regulations provides that the lA serial manila envelope 
be maintaineii at the bottom of the file under serial !♦ 


A^vontage^ of suqgostl'onond annuai savlhqs (ihcludo.basls ior estimate)’ 

The^ would be a saving of clerical time in filina an(i charging out 
^ndlfiJJjig^x^ Under present practice, 

when incoming communicatxons wxth eaSabit enclosures are received, the 
comniuhication is processed and routed or filed in bhe last volume but 
it is, necessaij' to ppll the first volume to enter and file the enclosure 
thus delaying the processing of the incoming coi^unication. Siinilarljr, 
if exhibits in the iA envelope are to be sent other offices with out- 
going commjunications they would be readily available to stenographers 
in the last volume. There would also be a saving of clerical time in th 
filing of onlx one volumfe rather t,han two every time an exhibit was 
(see attachment) 


Dfsodvantages-ol suggestion , 

1/ould invo ly e extra clerical work in transferring lA. envelope to new 
volume. 



(Th© us© .United States ,o>f my suggeisUon shall not form t))o bas is of a fur 

assigns upotQtjj© UnEEjl .Stales; J[ understand that I will bo conslderec 
within twp;yegjjB aUej^ubmJtssloni) 

' O 1 — I Mr, rZIlMrs. [XZImiss 


Becomme^Satfons an3J*fcoraments of Division Head ' * / 

My recom^^yation is favorable. This would make the exhibits more . 
rdadily ayfilable. for review. The incoming exhibits could be placed in 
the exhibit envelope quicker, easier, 9Jt^Jdj.ey could be withdrawn with la 
minimum pf effort. - — , — HjrhM ’ 








Advantages of Suggestion (continued from page l) 

added to oi* withdrawn from the lA. envelope. Also supervisors would 
Icnow immediately which exhibits were in file without calling for 
another volume. If the plan were adopted it is further suggested 
that as exhibit envelopes were encountered in the course of filing 
they be transferred to the last volume. This suggestion should 
not involve any great cha.nge-over inasmuch as the majority of files 
consist of a single volume. 
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OrriONAl fOKM NO. 10 

UNITED STATES GOvWrmENT 

Memorandum 



Q 


date: 18-14~-60 




hlC 



Reference is made -bo -the suggestion of\ 

yios Angeles Division, dated 18-5-60 in which it is proposed that a 
[form be utilised the toj3^vaae^o. f^r±le^^J >MLi.ai the n.ames of 
^ subject s, <d5ed J 


The Files and Communications Division is not in favor of 
adopting this suggestion. It appears that the placing of the 
subjects^ names on the proposed form would duplicate the information 
presently available from index cards. It is indicated that adoption 
of the suggestion would prevent re -indexing when current mail is 
being processed through the Chief Clerks Office, it is believed 
in this division that any question arising concerning duplicate 
indexing idould be resolved by referral to the field indices. 

Inasmuch as this proposal relates solely to field off ice 
operation, the Training Division may desire to obtain the opinion 
of other field office chief clerks before finally resolving this 
matter. 


RECOMENDATION: 



J 




orriONAi (o»M HO. lo 

miTED STATES GOVjQ^ENT 

'Memoranmm 



TO : 

Mr. Mohr 

date: 12-21-60 

FROM : 

J. F. Malon^p^tl^V 


subject: 

SUGGESTION #287-61 



SUBMITTED BYr"^ 

1 


LOS ANGELES OFFICE 



Tolson . 
Mbht _ 
Parsoas 
Belmont 
Callahan 
DeLoach 
Malone . 
UcGulie 
Rosen _ 
Tamm _ 






TtoUet — 

W.C. Sullivan . 
Tele. Room _ 
IngtOD 
Gandy . 
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b6 

b7C 


SUGGESTION: 


That a form be estabUshed (sample copy attached) ; 
to indicate names andMi stings of se rial numbers 

-3 ^ XI j?* 1. I*' /iX * . • ^ ' t 


This form would be maintained as the fixgLfiagg.of thfe open section ala pending f//e. 
file. The names appearing, in the titles of the reports, letters, etc., in the ^ 
file would be listed on this for^. / . \ 

ADVANTAGES: 1 pointed out that .there, have been 

occasions when a name to be indexed has been missed'^ 
or when.a motor or license, number which. is meajnt to be carried, as a subject H 
is indexedflrHh'Abo^^^ a. report or Itetter. These are not readily discovered. Sh^,^ 
-fe^s that being able to. resort to a. check of this form would obviate the necessity j 
of checkin^many*^ serials' for. such information. If the name did not appear on the 
f orm, the, serializ er would index it and add the name to :.th6s.e listed on the form. 

thinks this would prove an accurate system and. save time 


especially in the case- of multivolumed files . She -adds that 'it would* prevent 
A reindexing names already indexed particularly in the instances where serials on 

W CONCLUSION: 




SE 

O 

Ui 



SAC Simon favors adoption' of the form because the hse 
of it would prevent feindexihg. He. also feels that i^ 
serve as a good tickler for an Agent reviewing the file to see that all namf 
.^v^ave-been indexed and none niissed. 

At the present time, serializers are responsible for searching and g 
indexing names appearing in the title of reports', letters, etc, , coming into a fiel(^ 
office. When there are several nam es in the title, it is o ften a .time-consuming § 


]pfoposal is to eliminate 



process to. search them. The aim of | 
some of these searches if the, names had been indexed*before and listed on the form. 
If the name appeared .orilhe form, the one conducting.the, search would know it 
hadibeen indexed and need seek no further. The absenc 
would mean it had not, been indexed in the file. 

This matter was considered by .the Files and. Cojopiijig^iggtipj^ 
Division; Mr. McGuii:e is opposed to adopting this ^suggestion . He feels thaUt 



^WB,:smr:bm\<?K»^''^'^ Z. ! XERC . 
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Memo to Mr. Mohr 
Re: Suggestioa #287-61 


would duplicate- the information now available from the index cards. Inspector 
■in Charge, R. K. Moore, is also opposed to the adoption of the idea. He 
pointed out that to have the form for the- suggested purpose would require a complete 
review of all pending cases in the field to indicate fee names an^feerial number 
on fee firm which would be a Ijfemendous task. in our field divisions. He is 
of fee opinion feat fee additional work necessary to place this idea into effect 
greatly outwei^s fee advantages tote gained by its implementation. As indicated 
above, fee objectives of this idea are to eliminate, checking fee.indices which 
-in itself would be a very undesirable practice. 


RECOMMENDATION: 


That 


[suggestion be disapproved. On 


approval, no further action is necessary since she has been thanked by letter 
from. the Director 12-12-60. 
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March 6, 1961 
PERSONAL 


Tolson^ 

Patsons. 

Mda 

Bslaont « 
Callahan , 
Conrad »-5 
DeLoach.!, 
Evans’ 


Malone . 
Rosen - 
Tavel . 


Federal Earcau of Invostigatidn 
Waohiagton, D, C. 


Ik:ar 


I have received your Gu^fjeetion in xesard to a 
revision of Form 4-46. Year proposal io being civon careful 
consideration and you vdll bo adviood if it is adopted. 

The iatorect which prompted you to submit your 
idea to mo is greatly appreciated. 

Sincerely youro, 
Hoqv^ 
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1 - (‘'tAnfeTMrAnVi^Stlh ^iv.d^E^ 
i; - personnel File of 

jER:^)biir — 

(5) 2 r //' Suggestion #459-61 dated 2/24/6L 

NO'CE: Referred to Files and Communications Division for views and 

recompaendations, 
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Suggestion 

eVt 9-]il,‘“S9]^ ^ 


0 




. 1,1 


0 


Pat© 

February 2^, 1961 


-b6 


Director, FBI 


Proms ( Suqqest'or*© Ham©) 


$UGGEST!ON 


Plylslors ot A«»laom©n* 


General Investigative 


It is suggested that F»rm ^-49, v/hich is used by Files and 
Communications Dlvisitn be revised on next printing to 3 " l^y 5 '* 
size instead ef the present 2" by 10" size. This form is used 
t§ rente files at Seat of Government, Two suggested forms are 
attached ./ ^ ^ 







Current practice or rule (Include muuuel cttalldu ae well facts) 

Form ^-49 is attached to left side of file with tw» paper clips 
and designates persen to whem file is reuted, prierity *f routing, 

- an(^ inf »rmatli»n_as_tQ_whether or hot_ fJ le la up to data . — ,,, — 

Advantages' of suggestion and annual savings (include basis for estimate) . » ■ 

The reyised ferjn suggested includes, all pertinent data *n present 
^•rm afil allows room |»r designating priority *f routing. The 
revis^ form, could be printed »n 3" by 5" index cards and would 
eliminate the iise^of odd size 2" by 10" paper. The revised form 
w^ldcP^fect a 25^ savings in paper cost, (present, ferra requires 
square inches of paper against 1? square inc|ieS in revised f»rra' , 
Hevised* ferm ceuld be attached te file with *ne paper clip thus in. 
,Jffec,^:oausing 50 % savings of paper clips and resulting .savings 
in cl^jglcal time. ' 


D|sadv<3n?iaq©s of suggesUon ^ | 

IJtne indicated. , 

's y 

- 

(The use by the United States pf my suggestion shall not form’ the basis of a further claim of any holure^by me. wy"j>«Its, or 
assigns upon the Unlted^tates, I understand that 1 wlll’be considered for any Justified awaroi 
wllhlR Iwoprfpts after submission.) . 1 

C2ut. OMrs. DmIss J 

ly ^ Slgnafurd 

f\^onunondaUotts commonls ol Pfvfslon Hood ^ / i ’ 

_ fi£c- sp ^ y ^ ^ — jj ! 

■“ _ signature andl^-mi'!*'; 

/ 

(Do hof yfjte. In Space » for Bureau us© only) j| V » 
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Subject 


Serial 

1 


Notation 


T MMm - (!«II .I421 

T J 

Serials In File j 

Up to date with ^ 

Looked UTD by ^ 

Serial not in File -■ ...... .. — 

l _l Abstract not In File (Red Serial) 

1 ' i There will bo no abstract (Green Serial) 
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Serials in File j 

Up to date with 

Looked UTD by 

Serial not in File 

L_J Abstract not In File (Red Serial) 

I I There will be no abstract (Green Serial) 


421 . 










a metood of flagging charge-out cards for certain personnel 
files. After careful consideration, it has been decided that 
your proposal should hot be adopted. It is felt the present 
system of a flag on each file is superior to flagging the 
charge-out card. 


I v/ant you to Imow I appreciate, the interest 
which prompted you tp submit this idea: to me. 

Sincerely yours, 

Edgar Hoover 


. 


MAILP). 25. 


li 


Mr. Tavel 




. Personnel fie off 
JUN 2 3 196yti^L:hrfMSu^gestio^ #673-61 dated. 6/1 5/61) 
COMW-FBr (5) 

d »r{ 


t '' 


Tolsbn _ 
Belnjoni _ 
'Mohr ^ 
TCallohan , 
Conrad 
DeLoQch . 
Evan4>__ 
' Malone 
, Rosen _ 
SuIUvan _ 
Tavel' 


Trotter 

Tele. iRo ^tf ^ 
k’linaram. W 
TCandy , 


^ 'NO'tffi'r Suggests that a white strip of tape be placed across the top 
.} of the pharge-out card used in connection with confidential personnel 

^ (file^ of employees working in jp.ersonnel Files :Section). 

''MlgeCTer stated thiS wOtild b’e^a flag' when pulling 
files that confidential personnel files are maintained ift thre 
; and not with other files. The Files and Gonimunications Division' 

^ recommended against adoption oF suggestion since toe flagged 

by a tag on the cover giving information that toe fhe^Shbul^/b^^^ 

/ 
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%j- -itj \ 


11. If, .3 

J u Lma\ ROd^lSi 


TELETYPE UNIT 
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■returned to Room 6646. They stated when pulling a confidential 
file, it is necessary to go to the correct file drawer in the regular' 
personnel files in any event to. determine that the file' is hept in 
Ropna .6646. There would be- no advantage in flagging the 
particular charge-out card. The Training and Inspection Divisipri 
agrees with the comnients of the Files, and Communications 
.Division arid- recommends .suggestion not be adopted; 





* • - 


^^JJ^uggestlbn- 


Director,- FBI 
SUGGESTION 






6/15/61. 


From; (Suggo8t«r*q ncme) 


Division of Asslgnmont 

Piles & Communications 


To put a white strip of tape across, the top of thgf ^onflden t ial 
. .charge out, _t he charge outs which designate files kept i^the^diTfce 
at bb46^ It would be an immediate flag when pulling and returning 
files of the location of those on employees of the Personnel Records 
Unit and their relatives. 




T/ 

Current‘practlce or rule (Includ's manual cltctlon as.well.as facts)' 

A confidential charge out similar to a regular charge out 
is placed in the cabinet; 

^ Advontagos-of su‘ggostlon,\nd .annuaf's^vlngs (Include basis for estimate) - ■ 

To save time \when one is pulling and^ returning files. 


^^Disadvantages of^suggestion 

: . V . . . 

None.,, except time to put tape on the charge out. Tape is 
’available in the unit. This bime involved vfould be overbalanced 
in saying pf time in work procedures. 

" (The use by the United' States of my suggestion^ shall nob form the basis of a further' clairn of any nature by me, my heirs, dr 
assigns upon> the' United- States) 1 i-- 


(^EI Mr. I I mfs. I It 


Recommendations and comments of Division. Heod 


Unfavorable^ See' ootnihen'ts on attaohed pdgejs 


Lt % 




Slgnoture ^nd Tlt^'^-^ Pt 


(Do not write In this space *-^for Bureau use ohly.)w| Mil A| ^ * 
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iEmployee Suggestion 

■FD-858 • — 

-Suhnit-bed by 
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COMMENTS: ' ■ ^ 

t 

Recommended that this suggestion ^not be ddop,ted because 
there is no advantage over the present system of flagging ^'confidential 
files. These files now bear a tag on each file signifying that they 
are to be returned to Room 6646 for filing and they would^iherefore 
not be returned to the regular personnel files room, ' ‘ 


When pulling' a confidential file it is necessary to go 
to the correct file drawer in the regular personnel files room 
in any event \o determine that the file^^ is "kept in Room 6646, ' There 
would be no advantage in flagging the particular charge ’-out card. 


EWM: bpr 
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OfTIONAl, fOltM NO. 10 ^ 

yNITEi) STATES GOVErJJLnT 

MemorandiDi 


TO : Mr.^ DeLoach 

FROM : M. 


date: 


Q 

o 

10/16/61 


JT* Tolson 

(* BeInlont.___ 

-»-gr Mohr 

X»» Callahairi-. 

Conrad _ 
f-' DelteiSh __ 
EvoiJC^.:— 

Mal en el 

Rosen 
Sullivan ii. 
Tavel -i^L. 


Trotter 
* Tele. Room . 

Inaram 

Gondy 


subject: suggestion RKGARDING 

^>^k feATING-A 3SS^ kv:iEWrNG FnuES.,CI]MGED 
/T)UT IN THE IDENTIFICATION BUIEDD^ 

4px\o^Ioa. 

Attached is a memorandum from 


O' 




Dot 

5 / 6 / 


bb 

b7C 


the Correspondence and Tours Section to Donald C. Morrell dated 10/6/61 
regarding the above- captioned suggestion. ' ' 

On 10/12/61 this suggestion was considered by the Streamlining 
Committee of the Crime Records Division and it was agreed it had considerable 
merit and should be adopted. 


RECTIMMENDATION: 

OJ 


It is recommended that 


suggestion be brought 


theaSattention of the Suggestion Desk of the Training and Inspection Division 
for appropriate handling. 


sP 

*• fif» ■ 

iS 

Enclosure 


1 - Mr. Malone 
1 - Mri MorreU 
1 - Mr. Jones 
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NO. 10 

UNITED STATES GOVEr] 

MemomndiOi 



NT 


TO 

FROM 


: Mi:. D. C. Morre 



'yflm/ 


b6 
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o 


date: .ldr-6-61 


Tolson 

Belmont _ 
.Mohr 

Callahan _ 

Contad 

DeLoach 

Evans __ 
Malone __ 
Rosen __ 

Sullivan 

Tavol 

TroUet 

Tele. Room 
Inatam 
Gandy ___ 


subject: suggestion 

LOCATING AND REVIEWING FILES CHARGED 
OUT IN THE IDENTIFie ATION BUILDING 

Many of the file reviews, in connection with .correspondence 
are handled bjr file reyiew analysts located in the Identification Division. 
Correspondence-research, clerks.oLtMs.Section call the Review Unit 
and furnish the necessary information from the incoming .piece of mail 
along ;with.the-file numbers. obtained from the Service Unit relating to 
each item. The.aiialysts reyiew the files and call the correspondence 
research..clerks, furnishing the pertinent. information. If some of the 
-files concern^dl are charged out, the analysts also advise which files 
and to whom they, are charged. 

Current procedure is foi* the correspondence research 
clerks^to'place ;the files om special. locate. If :a pertinent, file is 
charged f^ufetp an employeean the Identification Building, tMs-requires 
;it be , located, transported .to Justice Building, , and then senB down to the 
appropriate clerk by special messenger.' This involves transportation 
time-of 30*minutes;to one hour, and always. required, the use of a . special 
• messenger. 




It. is suggested that in instances when the iile bn locate is 
charged out:to someone in the.Identification Building, that we instruct 
the locaterclerk to deliver .it to the reyiew analysts for reyiew rather 
than forwarding it to the. Justice Building. When the analyst calls the 
correspondence research .clerk to fufnish.the information and the -numbers 
- of the files .charged out, , and to whom, , at that time the correspondence 
rese^ch clerk could advice the analyst which iiles, of those charged out. in the 
.Identification Building, are. to be placed on locate. The analyst could ihen 
put the worksheet to one side until the file-arriyed and then call.the cor-, 
respondence research clerk with the information. There will be times, 
of course, when it will be-necessary for the dictating supervisor to .reyiew 
the files personally .; It is felt, however, , this will be.an 


than a general rule. 
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Q§pber^|&, Qc 

JeESSON^-=^-l- 


— , ■'V ^ 

= 1 > 5 , . g:) 
f-f _ 


'7V' ■ '*-' * 


Federal Bureau of Investigation 
Washington, D. C. 

iDearl ' 


L' 

. , . ^ -C* - 

■ S- _' ^ 


Your suggestion has been forwarded to njio 
regarding a method f6r hkndlteg file reviews pertaining to ' 
correspondence matters whea 4 file is charged put .to an ' 
employee in the Identificatipn'Bullding. Careful. consideration 
is being given to your proposal, and you.wiU.be advised if it. 
JB adopted. ' • , . '■ ’• 

S • ' 

The inter est you displayed :in submittiUg j^gur 


^dea to me Is appreciated 


'tfc- 

rf- 


«* ,t; Blncerelgyours, 

& , J. Edgar'Jloovfer 

SJ ' ' i : : 

1 - Mr. DeLoaca _! '* " 

1 - Personnel file of | 

flML:hdK'(Suggestion #210-62 dated 10/|6/61) 

(5) ^ : I 

! ’ 

NOTE: Referred to th'e Files and Comniunicatii 


MILED t 
OCT L^0J961 
wmm . 


views and recommendations. Based onmeitfpfanda M. A,' Jones to 
Mr. Delibachi datbd lb/^l'di^6i/"JMM:||l),3t^ Suggestioh'liegarding 


■fi'l 

■» ' 

isionlor 


Locating and Review! 

\\|/ Building and |to Mr. D. C. dated 10/6/C 

Y MLN:dkp,.y;.e: Suggestion, Locating an<tgfe!^dwing Files Charged 
i V Out in the Identification Building. y 

)VJ41961 - ASJ^’-^ 

MAa room TELETVPE UNIT □ ^ U . V 


harged Out in thd IdentMication 
o Mr. D. C. ““^.ted 10/6/61, 
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UNITED STATES'. 

Memoru, 


cMA/vvrrt 


TO 


MR. TAVEL 


date: 


FROM 


L. E. SHOI 


SUBJECT- SUGGESTION REGARDING^^^ATI^ 

ANg^^pIVIEWING FILES CHARipb OUT 
~IN THE IBENTmCATION'iUlLDlNG 



10-26-61 


Tolson — 
Belmont 
Mohr . — 
Callahan 




SUGGESTION # 210-62 


The Training and Inspection Division has requested the 
views of our Division in connectio n with the attached suggestion 
submitted by p | of the Crime Records Division, 

points out that many of the files reviewed in connection 
wxxn correspondence are handled by File Review analysts in the 
Identification Building, and suggests that in instances when a 
file needed is charged out to someone in the Identification 
Building and is placed on locate, that the locate clerks be 
instructed to deliver the file when found to the File Review 
analysts for reviewing rather than forwarding it to the Crime 
Records Division, She points out that this procedure would save 
some time in handling the correspondence and would eliminate the use 
of a special messenger. • ^ 

The standard locate procedure in the Filing Unit i^fes 
follows: When a file is chargejd out, the person requesting ^e file 

is notified and determines if it should be placed on locate^ If/ the 
file is placed on locate, when it is found it is delivered to the 
person who requested it. The Filing Unit handles several hapdre'd". 
locates daily and the proposed procedure would be an excepiy.on to/the 
standard operating procedure and would complicate the resp^sibilities 
of the locate clerks. 


A survey conducted on 10-23 and 10-24-61 to determine how 
many times this situation occurred in handling Crime Records requests 
reflected that it occurred five times on 10-23 and six times on 10-24, 
This small volume does not justify a change in the standard procedure. 
Furthermore, if the suggestion were adopted, in some cases it would\6e 
necessary after the File Review analyst reviewed the file and furnished 
the information to Crime Records, to send the file ansrway, thus \ 

transfer of the file and additional hand# 
further delay for the Crime Records Divi~ 


necessitating an additional 
of the file thus creating a 

a 
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SEE ADDENDUM^OF TRAINING AND INSPECTION DIVISION ON PAGE 2 









Memorandiim L. E. Short to Mr. Tavel 10-26-61 

RE: SUGGESTION REGARDING LOCATING 

AND REVIEWING PILES CHARGED OUT 
IN THE IDENTIFICATION BUILDING 



RECOMMENDATION : 

Unfavorable, This memorandum should be referred to the 
Training and Inspection Division, 



ADDENDUM OF THE TRAINING AND INSPECTION DIVISION, ML^fmh, U/2/61 


The Training and Inspection Division agrees with the foregoing 
views of the Files and Communications Division. It should be noted also that 
most "locates” are found on the night shift after files have been returned to 
the cabinets and the File Review analysts are not on duty at this time; therefore, 
additional responsibility would be placed on the GS-3 locate clerks with regard 
to whether the file should remain in the Identification Building for review by an 
analyst or forwarded to Crime Records. It is felt many complications would 
arise in this regard. Additionally, if an exception is made to the standard pro- 
cedure for Crime Records, then other divisions in the Justice Building and 
Riddell Building could be expected to want to use this procedure. For these 
reasons, it is felt suggestion should not be adopted. 

RECOMMENDATION: 

That the suggestion not be adopted. On approval, no further action 
is necessary with regard to the suggester as she was thanked by prior letter. 


V V >. 


November 27, 19C1 
PEEdONAL 


ii-m 


Federal Bureau of Investigation 
Washir^^ton, D. C. 

A)ear| 


/A3 


Reference is made to your suggestion concerning 
tiie handling of files and communications. After careful consideration 
it has been decided to adopt a modification of your proposal and steps 
are being taken to implement it. 

1 want to thank you for the thoughtfulness you displayed 
in bringh^this matter to my attention. 


IS 

1 - § 1 ^ Rogn 


Sincerely yours, 
{LEdgac Hoover 


1 - ^ersonlRl file of | 

JER:mgj 

( 5 ) (Suggestion #264-62) 






NOTE* Based on memo J. F. Malone to Mr. Mohr, date 

re: Files, Suggestion #264-62, Submitted by 

General Investigative Division, JER:mgj. 


Belmont 
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November 15, 1961 






PIHSONAI. 


Federal Bureau of lavesUp^tion 
WasWagton, T>, C. 


Dear 



o 

m 

CD| 

hHg 


I have received yoar suggestion concerning § 
the handUaig of files and communications. Your proposal ^ 
is being carefully considored and you '■vill be adi?ised if it 
is adopted. 

I appreciate the interest which prompted yoSf 
to submit your i«tea to me for consideration. 


Sincerely yours, 

3. Edgar Hoover 
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Tolson 

Belmont 

Mohr 

Callahan 

. Conrad 

. DeLoach 

Evans 

Malone 

Rosen 

Sullivan 

Tavei 

Trotter 

Tele. Room . 

Ingram 

Gandy 


1 - Mr. Rosen 
1 - Personnel file 
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IVMLtjmh' '(Suggestion #264-62 dated 11/7/61) / ^ 

(5) ' 

NOTE: Referred to all divisions at the Seat of Governi^j^t foi^-^^#s and 
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Smp loyeO' Suggestion 
r-FD-2S2((i^ev. 9-11-59) 


\ 




Fromi CSuQoester^s name) 


’Director, FBI 


November 7, 1961 

Division o£ Assignment 

General Investigative 


SUGGESTION 

That the following rule be placed into effect concerning the 
handling of files and communications. Personnel at the Seat of 
Government whencalMng files relative to incoming communications should 
^ ■the ps^t^n^jntXfi^ the c ommu n i ca t ions and f orwa rd . them to 

^he proper__s jiperviso3r or s ecltion app'ropriate h Cndl inp.. Pertine^ 
files should not be separated from incoming communi cafio ns until all 
action required is completed. This would appear to be a common sense 
rule, however, the frequency with which it is violated demonstrates the 
need for a formal promulgation. 


Current practice or rule (Include manual citation as well as facts) pXGQUGntly fiXoS S3?G CHXXG^ COflCSXn*" 

ing incoming communications, many times to determine the proper section 

necessary action and when this is 

gerermined the communication is forwarded to thfi -pfae^pAnc^ihl a c^itpG-pyisoj . 

Advantages of suggestion and annual savings (include basis for estimate) for the appropriate action. Files 

are then placed en route to the 
file room rather than forwarded 
to the appropriate supervisor 
with the incoming communication. 

This would greatly facilitate the action to be taken on incoming J 
communications. Occasionally delays are caused by the unavailability of ss 
necessary files due to the fact they are en route to the file <8om from tt) 
the person who originally obtained them. This would also elim^ate ^ 
great deM of the burden placed upon the locate clerks who ard^hen ®ven 
th|. assigpjment of locating these files. ffi . 


Disc^jg3^,tages of.^uggestion 


(The use by the United States of my suggestion shall not form the ba« 
assigns upon the United States. I understand that I will be considere 
within two years after submission.) 

C3 Mr. □ Mrs. i I mis.J 


Recommendations and comments of Division Head 

This suggestion appears to have considerable merit and is re^me 
that it receive favorable consideration. 


ended 


rtt-u~ r 

(Do^ not write in this space - for use only) 


SignatWe and TiM 
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UNRECOFTDED '0P> RlED 


OPriONAL FORM NO. 10 



UNITED STATES GOVERNMENT 


Memorandum 


TO 


FROM ; 

subject: 





Tolson 

Belmont _ 

Mohr 

Callahan 

Conrad 

DeLoach 

Evans 

Malone 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Room 

Ingram 

Gandy 


Gormen-ts of -the Files and Connuni oaiiions Division hav e 
been requested concerning the suggestion of \ | 

General Investigative Bivisionj in which he proposes that personnel 
at the Seat of Government, when calling files relative to incoming 
communications, attach the files to the communications when forwarding 
the material to the proper supervisor or section for appropriate 
handling. 


This Division has no objection to the adoption 0 / | 
proposal providing supervisory personnel comply with existing 
regulations relative to the transfer of files when sending files 
to another supervisor, 

RECOMMENDATION! 


For referral to the Training and Inspection Division, 


LES:bpr ) 

( 3 ) V 




fiEC-4 

a-ioa 
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l/)L a 3^ -1 3 u 

miTirTTTm* ^ 


t7 NOV 29 1961 




OPTIONAL FORM NO. 10 

UNITED STATES GOVERiIBInT 

Memorandum 

MR. TROTT^^J^ 

4 ? 


TO 


FROM 


subject: suggestion #2fi4-fi2 


date: 11-16-61 


Tolson 

Belmont _ 

Mohr 

Callahan . 
Conrad 


DeLoach 

Evans 

Malone 

Rosen bb — 

Sullivan 1 n 


Tavel . 

Trotter 

Tele. Room . 


b7C- 


O 

It appears obvious that when f iles_. are necessary 
to handle an incoming communication which is referred to 
another Division such files should be transmitted with 
communicat ion . 



Identification Division agrees with the soundness 
of this suggestion. 

RECOMMENDATION : 

Refer to Training and Inspection Division to note 
our comments . 



RCArbm 

(3) 
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BEC-4 





op.nquiuj FORM >9. lo 


UNITED STATES COVER: 


Memoranaa 


;Rl9l£^ 

mn 


FROM 


subject: 


W, C, Sullivaii^ 


Division Streamlining Committee 


SUGGESTION NUMBER 264-62 


Tolson 

t Belmont 

Mohr 

Callahan 

Conrad 

y DeLoach 

Evans 

Malone 

Rosen 

11/17/61 — 

Trotter 

Tele. Room 

n 1 ^ * Ingram 

Sulll van Gandy 

Traiining arui Inspection 
Division 

Donahoe kj; 


Domestic Intelligence Division (DID) comments have been 

reguested regarding the suggestion submitted by | oj 

the General Investigative Division that when files are cal Lea to 
determine which supervisor or section handles a piece of incoming 
mail) the file should remain with the mail when it is forwarded to 
the supervisor for handling » 


assigned to the General Investigative 

Division has suggested that the following rule be placed into effect 
concerning the handling of files and communications t 

Personnel at the Seat of Gov^nment, when calling] files 
rel atlv.e ^o^incx>m.ing^communtcnt±ons.f, shp^d' attach the perti ient files 
to the communications and forward them to the proper supervHsor or 
section for appropriate handling. Pertinent files should not be 
separated f rom inaominq communications until all action required is 


separated f rom incominn communications until all ac tion required is 
comylefe d, I po ints out this would facilitate dc-fion t'&~be 

^taken on incoming mail and eliminate delays in endeavoring to locate 

7 - ~ 


files, 

Current Practice s 

The above suggestion, as far as it relates to sending files 
with incoming mail to the supervisor for handling, is already a 
current practice in the Domestic Intelligence Division, However, ^ere 
may be instances when this procedure is not used and the file is \\J 
returned to the Records Section, It is noted the suggestion also f 
states the file should remain with the mail until all action is w 
completed. If the suggestion actually means having the file remad.n 
^ith the incoming mail through signaturemxil channels, this is not 
the current practice in the Domestic Intelligence Division, 




Committee Findings : EEC- 4 . ^ ^ !• v 

If o. formal rule isniecessary, as far as it relates to 
sending files with incoming mail to ^}ipe^isors for handling, to insure 
the suggested procedure is carried ozlty mlDj^pb^guri^^ that such a rule 
should be adopted. However, it is noted this hasln vf^b e en^^ problem 


should be adopted. 
Enclosure ^ 

Co k 


However, 






29 



»■»< 




Memoraruium to Mr, Sullivan 
Be: SUGGESTION NUMBER 264-62 


in the Domestic Intelligence Division, In the event the suggestion 
is intended to include having the file remain with the incoming 
mail through signature mail channels^ DID feels such procedure is 
entirely unnecessary. At the present time the background of 
signature mail is fully explained through notes on Bureau file copies 
of outgoing correspondence and/or through memoranda and the file 
would be an unnecessary and cumbersome attachment, 

ACTION: 


It is recommende d that this memora ndum, recording DID as be 
favoring the suggestion of \ | as far as it relates to b7c 

sending files with incoming mail to supervisors for handling j be 
forwarded to the Suggestion Desk of the Training and Insepction 
Dividon, As noted above^ DID is opposed to having the file remain 
with incoming mail as it proceeds through signature mail channels. 



L. 


ADDENDUM GENERAL INVESTIGATIVE DIVISION: 11/15/61 EJGrige 


It has been suggested that personnel at the Seat of Government 
who call files relative to incoming communications should attach the 
pertinent files to the communication when it is necessary to forward 
the communication to a supervisor or a section for appropriate 
handling of the communication. 

While this is generally done, nevertheless there have been 
several occasions when a communication has been received for 
handling and the files have not been forwarded with the communication . 
This necessitates placing these files on special locate, which not only 
ties up \innecessarily a locate clerk but results in a delay in the hancttii^ 
of the communication until the pertinent files are located and reviewed. 

It would be desirable that in each and every case where a 
piece of correspondence is forwarded for handling that the pertinent 
files be attached. 





LABORATORY ADDENDUM (BJWrmn H -15-61) 

The Laboratory has been following this practice for jnany years 
and it certainly woxild appear to be most desirable. Inasmuch as the 
Laborat ory Division handles, practically all communications routed 
to it because of the specialized nature of the work, it is, extremely 
unusual for the Laboratory to route mail to another division for 
handling after a file has been called. The files, of course, are 
kept with the incoming communication when being handled in the 
Laboratory Division^ 

The Laboratory has, no objection to making a formal 
promulgation of this practice; however, in our particular case**, 
it does not appear to be necessary. ^ 
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OPTIONAL FORM NO. 10 


Memorandum 


UNITED STATES GOVEI^BEENT 


t 


TO 


;Mr. Mohr 


date: 11/22/61 


FROM :J, F. Malaij 


o 

subject: 



SUGGESTION #264-62 
SA 


Tolson 

Belmont . 

Mohr 

Callahan . 

Conrad 

DeLoach- 

Evans 

Malone 

Rosen 


Sullivan 

Tavel 

Trotter 

Tele, Room . 

Ingram 

Gandy 


SUBMITTED BY 

n general investigative division 


b6 

b7C 


SA| |has suggested that a rule be established to the 

effect that personnel at the Seat of Government, when calling files relative 
to incoming communications should attach pertinent files to the communi- 
cation and forward them to the proper supervisor or section for handling. 
Pertinent files should not be separated from the incoming communications 
until all action required is completed. 


He notes that frequently files are called to determine the 
proper section or supervisor to whom incoming communications are to be 
1 forwarded for necessary action but, once the determination is made, the 
I files and the communications part company and the files are routed back to 
the file room. This causes delays and necessitates special locates. 


The views of all Divisions at the Seat of Government were 
solicited as to the merits of the suggestion and to find out if any particular 
j Division was experiencing a problem in this regard. The consensus was 
I that, for the most part, no trouble was experienced, at times the problem 
did exist occasioning delays in handling and placing of "locate" for the file. 

Also occasions have arisen when the supervisor who handled the communication 
in the first instance routed it to another for additional action and the procedure shoulc 
apply in these instances too, provided the existing rules for tranMerring 

( files were observed. It was felt that seldom, if ever, would it be necessary 
for thk files to accompany mail through signature channels, except in Administrative 
Division. 


The Training and Inspection Division agrees that the proceduh^^ 
is worth enunciating inasmuch as some difficulties have been experienced, bir^ 
recommends against establishing an inflexible rule at the Seat of Government v 
since the Divisions and file rooms are housed separately and files are not always 
readily available. Also some incoming communications can be routed and 
handled without benefit of the file, by virtue of available tickler^ and the like. 
Enclosures (2) 

'' *_KlER;ngj . 

(2) .t REC' 4 i7 nOi 29 1951 


58 DEC 5 m\ 
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# m 

Memo for Mr. Mohr^ 

Re: Suggestion # 264-62 

If is felt that a memorandum to all Bureau officials and supervisors would 
produce the desired effect without the necessity of a formal rule. 

RECOMMENDATIONS: 

1. That the suggestion as modifi ed be adopte d and the 
attached letter of appreciation be directed to SA 




2. On approval, that the attached memorandum to all 
Bureau Officials and Supervisors be published. / 
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OeilOWAL FORM NO. 10 


UNITED STATES GOVEI^H|ENT 

Memorandum 


TO : Mr. DeLoach 


FROM : M. A. 


date: 11-17-61 


Tolson 

Beimcnt 

Mohr 

Callahan 

Conrad 

DeLoach 

Evans 

Malone 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Room . 

Ingram 

Gandy 


subject: suggestion SUBMIT TED BY 

l OF THE 

GENERAL INVESTIGATIVE DIVISION 
DATED 11-7-61 


BACKGROUND: 




You will recall that a suggestion submitted by the. above-captioned 
individual has been submitted to the Crime Records Division by the Suggestion 
Desk of the Training and Inspection Division for our recommendations. This 
suggestion deals with the calling and returning of files incidental to determining 
the proper Bureau supervisor who will have to take action in connection with the 
particular piece of correspondence. 

OBSERVATION: 


It is not felt that this, division has any particular problem whereby 
files are called in order to. determine to whom a specific piece of mail should be 
routed and the files being returned when the item in question is forwarded to the 
supervisor involved. Wliile this may be a problem in other divisions, when an 
incoming communication is received, it is generally readily apparent from the 
nature of the communication itself as to the individual who would have the respon- 
sibility for handling it. Certainly, if any files are called in connection with 
making this determination, they are forwarded with the communication to the 
appropriate supervisor, or he is informed as to their location in the division so 
that he caii^retrieve them in handling the. item in question, 

RECOMMENDATION: 

\ . y 

This memorandum be forwarded to the Suggestion Desk in 

accordance with their request. . ^ - 

1 - Mr. Malone if REC- 4 ^ 

1 ,- Suggestion Desk v i \ ^ hOifTr. 

JMM:vcai: 4 ^ W ■ /- 

....A 


58 DEC 5 196 
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SUGGE STION KQ. 264-62 
BY SA 



INVESTIGATIVE DIVIS ION 


bb 

b7C 


ADDENDUM ABE;Jah 11/17/61 

Inasmuch as there are many instances where files are 
needed hy various Bureau officials it would appear inadvisable to 
have a formal requirement that pertinent files be attached to 
incoming communications before being sent to the proper supervisor 
or section. Where possible, files should be attached. This is 
the current practice in the Special Investigative Division. 




employee Suggestion 

fD-SSa (Rev. 9-U-S9) 

i) 

# 


<at_- 

1 


7 


1^ 

^ 12/-3/61 



Director, FBX 


SUGGESTION 


From: {Suggester's name) | Division of Assignment 

AIBUQUSRQXIE 


It is suggested in 0 files in each volime a 1-ii bronn 
envelope be placed adjacent to the file backo All 1-A*s 
pertaining to serials in this file would be placed in this 
envelope and a notation made on the white 1-A to which serial 
the 1-A pertains o On each serial a notation would be placed 


as to which 1-A contains the enclosure. 




:tice or rule (Include manual citation as well as tacts) tice is to place a 

GW brown 1— A envelope adjacent to each serial that con'cains 
n enclosure, such as photo, checks, atCo llanual of ItuleS of 
ogulations Pto II , Sec. 3. -page 13 o 

Advantages of suggestion and annual savings (include basis for estimate) T/OlZXd SS.VO 

space, malre files neater in appearance, save the erspense of 
addxtional envelopes and save personnel tiaeo 




j % 


1 ^ 


Disadvantages of suggestion 

None 


NOT lECO«ba® 

Ml DEG I96t 


('I’he use by the United States of my suggestion shall not form the basis of a further clai m of any no^re bv me._mv heirs, or 
assigns upon the United States, I understand that I will be considered ti mv suggestion is^df^ ted 

v/ithin two years after submission.) 

LssImf. CZ3 Mrs, E^ImIss ' I 

PT,T^nTf signature ar.a ’Hue ot t>df|(j6BUif 

Recommondetions and oommor.ts of Division Head appSSrS tO be U VCrj gOOd SUggCStiOn 

in order to conserve filing space, cut dox-ai on envelope expense and 
present a better appearance in the files, T rGccrmend adoption, 



SilO ^Siannture Jir.d 


:e in this space - for Bureau use only) 
/ 
f 


RICH 


'e‘\ A 


•N O 














Federal Bureau oi Investigation 
Washington, D. C. 


Dear 


April 25, 1962 
PERSONAL 


— n 
30 

' t “7 

rn 

CJ3 g 

hH S ~ b6 

53 ^ b7C 

o 

s ^ 

^ ,’NJ 


4 


I have received your suggestion that when a 
main file is requested the serial marker be placed inside the 
file. Your proposal has been considered and it was determined 
the advantages of the procedure in use at the present time 
outweigh any saving to be realized by the proposed methods 

Although your idea was not adopted, I want ^ 
thank you for the interest you displayed in submitting it to me. * 


mlLii? B 


Sincerely yours, 
Ifc Edgar Hoover 


/4- 


1 - Mr. Tavel 
1 - Personnel file of [ 




( 




v’MLtjmh (Suggestion #837-62 dated 4/20/62) 
(5) 







Tolson , 

Belmont 

Mohr 

Callahan 

Conrad — 

DeLoach 

Evans _ _ 

Malone 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Jlpam *: L 

Holmes — 

Gandy 


8 fe'^glSsts that serial markers be placed insi(^^thf file on 
main file requests. ^ At thq present time when a<ma^i|’ley 
is requested Ythe serial marker is jplaced oh the outside of the file. Wh”il”v 
a sermJL jT(^aesit,i§Wr®ceived, the marke:r‘i's*placed inside the file ^t-th'e 
locarron'oj^he serial. ‘ /. :t/ol 


' ’ I 

MAIL ROOM □ TELETYPE U!HT □ 







The Files and Communications Division advised the procedure 
facilitates the sorting of these files prior to delivery enabling employees to 
more rapidly separate the files which have to be "looked" up to date from 
those files which do not. The serial marker contains blocks which are used 
to expedite the "looking" of main files up to date and the present procedure 
of placing the serial marker on the outside of the main file also facilitates 
this operation. Additionally, this procedure is of benefit to the officials 
receiving files because it enables them to differentiate at a glance between 
a main file and a serial reference. For these reasons, this suggestion is 
not being adopted. 


- 2 - 


Etnpld'^e Suggestion 

FD-252 plev. 9-U-59) 




4-20-62 


From; (Suqaester's name 


Director, FBI 


SUGGESTION 



Tha^'^rial markers be placed inside the file pa.main 
file requests. 




Current practice or rule (Include manual citation as well as facts) main file reqUeSt the Clerk 

must check the subject of the file with the subject of the request. If 
subjects are the same, the serial marker is attached to the cover of 
t.he fOe with two paper clips. L 


Advantages of suggestion and annual savings (include basis for festlmate) 

Use of suggestion would save approximately 6,000 paper 
clips per month, and approximately nine seconds per main file request. 



(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that ! will be considered to adopted 

within two years after submission.) 

E^^Mr, I ,lMrs. E^ZImIss - 

' 6igi?m^BBEBIUWUJlRLl«i UUM^'LJ>lUr 


Recommendations and comments of Division Head 

suggestion is recommend^^ ^un:?^l?rlbly for 

adoption. The present procedure requires tha^serial markerao (marker 


(see page 2) 










Memorandtun | 

RE: SUGGESTION 


to Director 


4 

4 - 20-62 


on which is placed name and room number of supervisor requesting 
file, type of request, and pertinent data concerning looking file 
up-to-date) be affixed to the outside of main file requests and 
on serial requests the marker is placed in the file marking the 
serial desired. This procedure facilitates the sorting of these 
files prior to delivery enabling us to more rapidly separate the 
files which have to be looked up-to-date from those files which 
do not have to be looked up-to-date. The serial marker contains 
blocks which are used to expedite the looking of main files up-to- 
date and our present procedure of placing the serial marker on the 
outside of the main file also facilitates this operation. It is 
felt that this procedure is also of benefit to the supervisory 
officials receiving these files because it enables them to 
differentiate at a glance between a main file and a serial reference. 
While a small amount of employee time is consvimed affixing these 
serial markers to the outside of main file requests, the time 
consumed is more than compensated for by the advantages accrued in 
the subsequent sorting, looking up-to-date, and delivering of these 
files. 


2 
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May 31, 1962 
PERSONAL 


csi 

CO 

O'. 22 

<-C 

O' s — f 

W' 


Federal Bureau of ; 
Washington, D. C. 

Dear 


ivestigation 


Thank you very much for your suggestion ^t 
particular employees at the Bureau in addition to those i]^ f 

Records Branch be trained and authorized to remove serSlls i 
from files. It may interest you to know that this idea vra«oconK ^ 
sldered previously and not adopted because of disadvantages 
involved. C 

p. “ 

Althou^ your suggestion was not adopted in this 
instance, I hope we will continue to receive the benefit of your 
future observations. 

Sincerely yours, y 

il I 

J. Edgar Hoovec ! ' ' 


1 - Mr. Evans / * U 

1 - Personnel file of 

JER:jmh (Suggestion #950*62 dated 5/28/62) /''■nEy ' i* 

(5) )* ' 

NOTE: Suggests that GS-4 clerks assigned to ^^^^^nt Supervisors 

at the Bureau be trained and au1fip^6mke(«o remove serials 
from files on the instructions of their supervisors. At present only authorized 
Records Branch personnel are permitted to remove sfrf^s.’ Sub^tantiallY — 

the same idea 'was advanced (Suggestions byl_i J 

I Crime Records Division qnf/ll/62, and#447-62 by SA ^ 

Domestic Intelligence Di'vlsion on 1/5/62) and not adopted, 

. . ^ ' ■ SEE PAGE 2 m 


i*00l! ONIOV3'! 





Files and Communications Division pointed out that a similar procedure was 
placed into effect on 12/22/47 as a streamlining measure but was discontinued 
on 5/24/ 48 as a result of Congressional Committee inquiries concerning serial 
removal procedures in connection with the Kansas City Election Fraud case. 
Since that time only authorized Record Branch personnel have been permitted 
to remove serials. Departure from this procedure, it is felt, would weaken 
security of our files and lessen control and uniformity governing removal of 
serials thereby increasing the danger of loss or error. 


Empjby^e Suggestion 
FD-252 (Rev. 9-U-59) 


% 






From: {Suaaester's name) 


Date 


May, 28, 1962 


Division of Assignment 

b6 

Nine 

b7C 


Director, FBI Nine tw- 

SUGGESTION 

It is suggested that GS-4 Clerks assigned to Agent Supei^isors at 
the Bureau be authorized to remove serials from Bureau files in 
accordance with approved procedure following instructioh from Agent 
Supervisors. These GS-4 Clerks who are already trained in the handling 
of mail and are thoroughly aware of the necessity for properly maintaining 
and handling Bureau files. These clerks could be specifically instructed 
in this procedure by the Records Branch prior to assuming this 
responsibility. , ^ 

a I 6 i eir I Ff 0 m ft I sc 

Current practice or rule (InciuB'e manuaf citation as well aS'fJictsJ’SpeCial Agent SUperViSOrS , Steno- 
graphic personnel, and clerical employees shall not remove . serials c:. 


Advantages of suggestion and annual savings (include basis for estimate) 

The adoption of the proposed procedure would relieve the ^cords 
Branch employees of the responsibility of going throughout th^Bureau for 
the purpose of removing serials from files, and it would expejg^cte th#’ 


to be removed from the file, must call the Records Branch for a s§l*ial /I 
remover, must instruct the Records Branch Clerk concerning thp serials tpj 
be removed, and must again call for Records Branch Clerk to^eplace" the {/ 
serial in file, it is felt that the clerk assigned to the M^nt Si^^rvi^oi 
could remove and replace the serials with^l^ss effort than^ involved 
in the current procedure. This suggestion will effect a saving of 
employee time in all divisions as well as personnel in the Records Branch. 


Disadvantages of suggestion 


None known 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be if is adopted 

within two years after submission.) ^ a 

Imp. I ^Mrs, 1 I Miss I I 

'^ignaiure ana iiue of Suggester 

Recommendations and comments of Division Head 

Not recommended. Similar suggestions have been made previously and 

turned down on the basis that the Records and 
Communication Division must maintain str4fit^ac9§untability for all 
Bureau record material. 



/ / 

o h 





July 3, 1962 
PERSONAL 


b6 

b7C 


Fetleral Bureau of Investlgatloa 
Albuquerque, NewMejiieo 


Bead 


□3 


u* 

U3 


I have received your suggestions that Form - 

be constructed from material of a lighter weight, and that a chiege 
be made in the wording of the statement prohibiting removal 
addition of material in a file. After coasideratlmt, your t 
proposals have not been adopted because of disadvantages invoiced. ' * 

Althou^ your ideas were not adopted in this instance, ' 

I want to ihank you for your continued interest in submitting si^estions 
concerning our operations. 






Sincerely yours, 

J, Ed^i: Heovac 


. \ 


\ 


/ - 


\- 


SAC, Albuquerque - 1 - Suggestion File 

1 - Field Personnel File of 




L 


fr 




1- Perscamel File of 
■JER:spdb _ . 

(6) (Suggestion #1038-62 dated 6/21/62) 

NOTE: Suggests that Bureau use a lighter weight material .m Form FD-245, the 

file front. Also that the statement contained on "Material must no 
_be removed from or added to this file”, be changed to one less misleading, such 
^s, "Mat^ialjto removed by authorized personnel only. ” 



Files a^(^ Communications Division and Washington Field Office CWFO) 

“~-^“^^"~jthese suggestions, apd both felt they should not be adopted 
r could'hbt stand the wear and tear incidental to the 


tiy 62 ^ 

TELETYPE U.NTT dj 




(continued on next page) 


TmECOBJ^lD COPY FEED M 



(Note continued) 


handling for review, routing and serializing operations. Also the file front 
bears the file number and if damaged to the extent that it vo uld be effaced, 
would have to be replaced. 

With regard to the change in the statement, WFO felt the 
present one was fine and the proposed one would not add appreciably enough 
to its content to warrant a change. Files and Communications Division pointed 
out that the present statement is more desirable and the wording of it had a 
salutory effect in connection with the Congressional Committee inquiries con« 
cerning serial removal procedures in connection with the Kansas City Election 
Fraud case in 1948. For jm t such a reason, the present wording is preferred. 
Training and Inspection Division agrees and notes in addition that the proposed 
wording could cause confusion in regard to who would be considered authorized 
personnel. 


3 


Emo loy. 


ev. 9-11-59) 


SUGGESTION 


It is siigqested ^he Bureau use a lighter weight mterial in 
the cons truction front^ (? D-24S)» 

It is further srgoested tV& statencnt on the FD-24S ouote 
(material must not be removed from or added to this file) end quote 
be deleted osr replaced Kith a statement which would not be misleading 
in content. This could be quote (material to be added or removed b3^ c. 
authorized personnel only) end. quote. ta3 ^ > 


Current practice or rule (Include manual citation as well as facts) 


Use the PD-245 as constructed;. 


Advantages of suggestion and annual savings (include basis for estimate) 


It is felt by using a lighter weight material a, great deal of ^ 
money #ould be saved by the Bureau in the Construction of the FD-2-4.^^ 


The lighter weight material used in the FD-24S would be justif^d 
in that the file back provides the su'port for the file. 

Further justification would be that file fronts are not re-used; 
therefore the liohter m terial would have little wear. 


Disadvantages of suggestion 


Uone knoT-m, 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or ' 

assigns upon the United States, I understand that I will be considered fori ' . 1 1 n ■ i i i t r i -^on is adopted 

within two years after submission.) 

I Mr. IZZlMrs, EZZImIss — ElSTllC 


Recommendations and comments of Division Head This employee’s suggestion appears to 

have a great deal of merit and it is r 
be given favorable consideration unless 
the Bureau has previously determined 
this suggestion is not wor^ 


(Do not write in this space - for Bureau use only) winn» *— — *^*^^ 



Signature and Title 




















September 4, 1962 
PJgBSOKAIi 


Federal Bureau of Investigation 
Smi Francisco, Califorcto 

Bear 




Your Special Agent in Charge has forwarded ^ur ' 
suggestion to me that a marker be used to hidicate the position of 
the last report in an investi^tive file. Your proposal has been 
carefully considered and it was decided it should not be adopted 
because of the disadvantages involved and the fact that material 
filed on top of tiiis report must also ba reviewed* 

I appreciate the interest which prompted jfeu to 
give me the benefit of your observations on this matter.- ' 

Sincerely yours, 

U. Edcar Ho'oW L 

I' ■ ' j t o 


2 - SAC, San Francisco - 1 - Suggestion File 

1 - Field Personnel File 


1 - Personnel file of SA 

'J 

V'idL: 3 mh (Suggestion #17 0-63 dated 8/ 2 8/ 62) 

(6) Z 





NOTg: f - j ajSugg^ts the use of a marker similar to that used in the FBI 
^ \iy ^ H'diid^ok to indicate the position of the "last report" in an 
investigMive file. The marker would be placed in the file on top of the "last 
report’? and^would be so marked on the tab extending from the marker. 

>ni see page 2 

nc ' I I telp-type u;:!t I..,. J 



Suggester feels this would save much time of Agents and supervisors reviewing 
files. The marker would have to be moved each time a new report is placed in 
file but the slight additional time that it would take a clerk to perform this function 
would be compensated for by the saving in Agent and supervisor time. 

The views of the Inspection Staff, Training and Inspection Division, 
and appropriate supervisors in the Washington Field Office were obtained con- 
cerning this proposal. They were in agreement the suggestion should not be 
adopted. In security matters, important information is received by letterhead 
memoranda which are filed on top of the last report and must be reviewed. In all 
cases, material which is pertinent and has been received since the last report 
was written must be reviewed to know what has taken place in the case since the 
report was written. Adoption of this idea would make the files larger and take 
up more space which is a definite disadvantage due to the space problem in all 
offices. Unnecessary work would be involved in the Chief Clerk’s Office since 
each time a report was received all the top mail would have to be removed from 
file and the marker placed in file. Additionally, these markers would become 
torn and ragged in no time due to the necessary handling files receive. For 
these reasons, it is recommended this suggestion not be adopted. 


Efriplo^^ee Suggestion 
?D-252 ^Aev. 9-11-59) 


Director, FBI 


SUGGESTION 

■^/marker 


From: (Suggesler's name) 


8 / 28/62 


Division ot Assignment 

s/ii Fi;/acisco 


.^i^niarker for the ’’last report” in an investigative file. This 
could consist of a 5 ’* x 8" piece of light cardboard similar to 
those serving as narkers in the /gents Handbook, The piarker rcould 
be placed in the file cn top of the "last report” and would le so 
marked on the tab extending from the marker, as seen in attq^gt 
diagram, 


Current practice or rule (Include manual citation as well as facts) 

Hone 


Advantages of suggestion and annual savings (include basis for estimate) 



piis marker would serve as an immediate locator of the "last i^por; 
in the file and would save much time for both the Supervisor 
;periodically reviev?s the file and for the /gent to whom the^paW|^-v- 
is cissipned. This marker could be m.oved to the ’’last report' each 
time a report is ^written. The tab should be placed on the~ 5 ^rht 
side of the file. 


Disc^vantages of suggestion 


This slight additional time that it V70uld take a clerk to perform 
the operation is not material and is greatly outweighed by the ^ 
savings of Agent and Supervisor time* f 



(The use by the United States of my suggestion shall not form the basis 
assigns upon the United States. I understand that I will be considered t 
within two years after submission.) 

( /- IS^Mr, l_lMrs. I I miss 


Recommendations and comments of Division Head 

This suggestion appears to have merit and it is recommended that 
it be considered for a trial basis in the larger offices, after 
which a final determination may |3e^ made. 

( .V P ' -fignatute and Title BbeScicll j.Aseilt 
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(MATERIAL. MUST NOT BE REf.lOVEB FROM OK /.ODED TO THto PILE! 








October 23 j 

ri^nsoNAL 
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Federal Bureau of Investigation 
Albany, New York 


b7C 


:xi 

m 

o 

o 

m 

odS 


cr> 

Q 

rs> 

co 


=• po 


DeaiH 


Your suggestion that file fronts have the same 
information printed on both sides has been received. The 
identical proposal has been considered in the recent past and 
not adopted since it was felt maximum service is being obtained 
from these items as they are now prepared. 


o 

TO 

O 

O 

•X. 


cr> 


Although your idea VTas not adopted, I hope we 
will continue to receive the benefit of your suggestions in the 
future. 



n 


\ . 

Tolson 

Belmont 

Mohr 

Casper 

Callahan 

Conrad 

CeLoach - 

Evans 

Gale 

Rosen 

Sullivan 

Xavel 

Xtotter 

Tele- Room 

Hol9W^ wJ 2^- Y 


or. r 1 i I 9 a 2 


Sincerely yours, 




» 

1 ,1 ^ S' 




2 - SAC, Albany - 1 - Suggestion File 

I - Field Personnel File 

1 - Personnel file of I 




I M 


JFRtjmh (Suggestion #330-63 dated 10/12/ 62) 

(6) . 11 


i ■' 
/" 

( ivQ^. 

u 




..b> 


NOTE: SM^sj&that Form FD-245 (File Front) be printed on its 

\V^verse side in the same way as it is now on the front. This 
would ^abite the file front to be used more than once and should effect a 

considerable sayi(ng. 

c.-* ** 



SEE PAGE 2 


A 




f 


rr 


The same suggestion has been considered a nunij er of 
times In the past, the latest being Suggestion #249-63 submitted by 

^ of the Atlanta Office on 9/14/62. It was 
not adopted for several pertinent reasons. The Executives Conference 
of 9/24/53 recommended against printing file fronts on bo& sides 
because it was felt the covers are producing maximum efficiency as now 
printed. Farther, field offices may place auxiliary office file numberson 
the Inside of file fronts in longhand and this would obviate their use a 
second time. Additionally, the cost of these items would mcrease if 
this idea were adopted. The Training Division feels these observations 
are still pertinent and this suggestion should not be adopted. 


- 2 - 


Director, FBI 


SUGGESTION 


From: (Suggester's name 



Division of Assignment 

ALBANY 


That Form FD-245 fronts) be printed on the reverse side as 

they are nox'? on the front side. 




Current practice or rule (Include manual citation as well as facts) 

File fronts only used once. 


Advantages of suggestion and annual savings (include basis for estimate) 

This would enable a considerable savings to the Bureau as when old files 
were consolidated, the good file fronts could be crossed through and 
the "clean side" used in opening nex^ cases. It is estimated that Albany 
closes approximately 500 cases per month. In a year this would mean tha 
approximately 6,000 file fronts could be re-used in this office alone 
each six months where files are consolidated if suggestion is adopted. 
The Bureau would have figures for cases closed for each office and the 
cost per file front, and could arrive at the annual savings. 


Disadvantages of suggestion 

None apparent. 


(The use by the United States of my suggestion shall not form the b 
assigns upon the United States. I understand that I will be consider 
within two years after submission.) 

CH Mr. I ( I h/ig 





s 

ghcut 


(Do not write in IMS spaceyor Bureau use only) inadver tCUtly , rCSU^ 

^ ... -T-. ^ ' ■ 


\r 
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2 - Albany LTC:pab (7) 












Novembers, 1062 



\ I luivo reesived your s»;^«5jestiOii concerning a 
ethod for use witl^^onsoUdated files to ^cilitate^catli^ files 
i am pleased to advise yon that yoar proposal is bemg adopted 


for use in tlie Uonotoi Office c:n a trial bask 


b6 

b7C 


I appreciate the interest and ingemiity you dis- 
played la submitting this idea to me. 1 hope we ^vill receive 
the benefit of any future observations you may have concerning 
our operations. 



Sincerely yours, 


r.d'CiJ }],- 


V? €0 

' 1 / -»i5^ 


^ tuj 


-2--r>.,SAC, Houston - 1 - Suggestion File oig 

I 1 - Field Personnel File t S 


You are authorized to place this si^gestion intcSfffect in ywr 


office for g, month trial period. You should advise the Training Division 
by close of ‘business June 1, 1963, the results of this trial so that consideration 
may be given to extending this idea for use in other field offices. 

r % 


Mohr 

Casper 

Callahan 

Conrad 

DeLoach 

Evans 

Gale — 

Rosen — 

Sullivan 

Tavel - 

Trotter 

Tele. Room 

^ **nes 






NOTE: 



Suggests a 5-inch by 8-inch white card be placed under 
the file back of a volume of consolidated files, folded 
aroimd the top of the file and secured under the front cover of the file* 
The file number of the first and last file in the volume will then be 
placed on the card in a vertical position. In this way, the numbers 
of the files in the volume may be determined at a glance when the 
file is placed on edge in open- shelf files. 

SAC Rightmyer, Houston Office, advised he saw no 
objection to the suggestion and that it would increase the ability to 
locate files quickly. 

The Training Division feels this system may be worth- 
while but that a trial period should be allowed to be positive it is of 
sufficient worth for extending to all offices who use open- shelf filing. 


Employee Suggestion 
FD-‘252 CBev.’S-^-S?) 


Director, FBI 


SUGGESTION 



Date 

10 / 2 'Q /62 


Division of Assignment 

b6 


b7C 




Place a 5" x ■car_d_u miex— tlie-- £lle back 

of a vol-um e-of-aonsol ldated files ,, fold around the top 
of the file, and secure under the cover of the file. The 
file number of the first and last file in the volume 
will then he lettered on this insert in a vertical 
position. This will cause the numbers of the files 
in the volume to be determined at a glance when the S; 
file is placed 6n edge in open shelf files. 


Current practice or rule (Include manual citation as well as facts) 

Pile numbers are placed on the right hand edge of 

the • e’over of the volume . j 


Advantages of suggestion and annual savings (include basis for estimate) ^ 

1. The wanted volume of closed and consolidated files 
can be located more rapidly. 

2. The files will not have to be handled to locate -a 
needed volume . 

3. liie smooth cover over a portion of the upper edge of 
the files will present a more neat and uniform 
appearance on open shelf files. 

Continued on oaKe 2 


Disadvantages of suggestion j 



None 


(The use by the United States of my suggestion shall not form the ba 
assigns upon the United States) 


X Mr. Mrs. I 


Recommendations and comments of Division Head 


I see no objection to the suggestion a 
ability to locate files quickly. 



(Do not write in this space - for Bureau use only) 


SAC ■ HQUStdh*^°*"^/°"^ 
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1963 




federal iSureau of Xavestigatlon 
Kansas City, Missouri 


Dear 


J — 5 o 



i have received yoar saggestton that the« ^ghibl t 
envelope he maintsdned as the Clrst serial of the Is^t vhlums 
After careful consideration, it has been decided 
this proposal should not be adopted. The alternatives of having 
a floating serial or performing the extra clerical vork necessary 
to keep the files up to date outweigh any advantage to he-gained. 

The interest which prompted you to subtxdt this 
idea Is Indeed appreciated. 


MAILED 20 I 

iy!ARJ> 1863! 


'inccrsly yours, 

U, Edgar Hoover 


L«»JS®'4s4n?-SAC, Kansas City 


”^^3N? SAC, Kansas City 1 - Field personnel file ' , / I' 

1 - Suggestion file 1/^ ' 

li- Personnel file of /!* * 

v>ML:pab^'7jA i 

(6) (suggestion #753-63 dated 2/27/63) 

NOTE: Suggests in files which have more than one volume, the exhibit 

envelope he maintained as the first serial of the last volume. 

The Training Division recommends suggestion not be adopted. 
It is felt the administrative detail of changing the exhibit envelope each time a 
new^volume is made and the renumbering of serials in file far outweighs 
/ any saving of employee time. Washington Field Office advised the exhibit 
'^3nvelope is not required so often that such a procedure woitl^be worthwhile. 


MAIL ROOM I -I TEL 


TELETYPE UNIT I 





Director, FBI 


SUGGESTION 



lA EXHIBIT ENVELOPES 


2/27/63 


Division of Assignment 

KANSAS CITY 


Where more than one volume of a file exists 
that the exhibit envelope be maintained as 
the first serial of the last volume, colfe 




Current practice or rule (Include manual citation as well as facts) 

That exhibit envelopes be maintained as the first serial of a file ' 
and be numbered serial lA, ^ 


Advantages of suggestion and annual savings (include basis for estimate) ^ '' 

In each instance where a file is required, the last volume is the oalv 
one that is normally needed. This vould place the exhibits, which are 
frequently referred to, with the file most frequently used and would 
eliminate the need for requesting the first volume of a case when 
there is a need for exhibits maintained in the lA envelope. It would 
save both the stenographer’s and Chief Clerk’s Office time when the 
stenographer needs signed statements for copy in a report or removal 
of items for transmittal to other offices, or the Bureau. It would 
save Agent’s time and the employee in the Chief Clerk’s Office in the 
elimination of numerous requests for first volumes of files where a 
review of the lA exhibits is necessary. It \7ould save the supervisory 


Disadvantages o£ suggestion 

None, other than the serial number of the envelope would originally 
be lA and all the items contained in it v/ould be serialimed from a lA , 
• envelope. The lA is meaningless as far as the maintenance of this / 
envelope, other than for identifying purposes, >/ 


(The use by the United States of my suggestion shall not form the has 
assigns upon the United States. I understand that ! will be considered 
within two years after submission.) 

C^Mr.^ CZlMrs. dj Miss 

Oxfxce Services 


Recommendations and comments of Division Head 

This suggestion has merit and I recomifj^riC''ifs adoption 


(Do not write in this space - for Bureau use only) 
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LlPLOYiiS SUGG^STICST 


Iu*JISAS CITY 


1.1 SilHIBIT BIT’K^LOPBS 


b6 

b7C 


Advantages of suggestion and annual savings (include basis foi’ 
estimate) ( Cent ’ d , ) 

staff and clerical tiao v;hen the supervisoi-y officials vieve 
signing outgoing riiail, inliiat they rould have the current section 
and the exhibit items together, v/ithout the need for requesting 
the first volume of the file. This t/ould serve a great deal to a 
mox'e efficient handling of a case at the tirae it is closed, in 
that the Agent, stenographer and supervisory staff would have the 
lA exhibits in their possession at the tiiae of dictation, 
ti’P,nscribing and signing of the siatei-ial on which the closing 
of the case is based. At this point it would eliminate the need 
for pulling the lA section from the first volui-ie to detexmiine if 
a.11 necessai’v items wex*e being i’etuxnied to the source. 


Disp,dvantages of sugg;estion (Cont^d,) 

It is true that whex’e nxmerous exhibit envelopes a.i’e required, 
dxie to a. lax’ge ntEubex’ of exhibits, and raaintained in the first 
voluiue, a subsection would not be necessa.i’y, and by plp.clng them 
in the la.st volume a subsection v/ould be more suitable, however, 
a subsection conta-ining lA exiiibits in most instances is an 
erccoption. It is not possible to evalua/ce a savings, in that 
employee time in tliis regard is xitilized on a contimiing basis 
and the primary purpose of this is for the convenience of the 
Agent, stenogro-phor and supervisory personnel. It is believed 
it would be considerable in saving of Agent, stenogra.j)hor a,nd 
siipervisory personnel time. 
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OPTIONAl FORM NO. 10 



UNITED STATES GOVERNMENT 


Memorandum 


TO 


MR, TAVEL 






Tolson 

Belmont 

Mohr 

Casper 

Callahan 

Conrad 

DeLoach 

Evans 

Gale 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Room 

Holmes 

Gandy 


The results of the recharge of files conducted on 2-21-63 have been 
tabulated and reflect that 14 files and one enclosure are unaccounted for at the 
present time. 


As a result of the last previous recharge on 11-30-62, 17 files were 
unaccounted for. However, 12 files Were found leaving a total of five files on 
locate. From the file inventory on 2-21-63, nine files and one enclosure were 
added to the list of items unaccounted for. These files receiv'e constant attention 
and every effort is being exerted to find or otherwise account for each of the 
15 items. 

<9 

RECOMMENDATION: 

For information. 



LWB:bpr 

( 5 ) 





April IS, 1D63 
PEEfONAL 


If - / / -l3 I 


a- oQ 

i 

* O- 


i eaerai Bureau of lavest^ation 
’.Tashington, D. C. 

Dear 

Te«ir si^gestlon has been forwarded to me that 
one or more cleric^k^ployees assigned to the Elddell iiuilding 
be instructed i^<r^oving serials from files. You may be 
interested to know this proposal has been considered previously 
and not adopted. It was decided any departure from the present 
procedure would lessen the control and uniformity governing 
removal of serials. 

Although this idea -ms not adapted, the interest 
which prompted you to submit it is indeed appreciated. 


CO 


Sincerely yours, 
y Qm Edgar Hoover 


U: 

1 '“' 


1 - Mr. Sullivan iLl ' J‘ 

1/ Personnel file of / I't y" j. . r 

VMLtpab ; .. ^’- V' 

(5) (suggestion’ ^9:3,1 -|03 dated 4-16-63) ' 

NOTE: Suggests one or more clerical employees assigned to the Riddell 

, Building be instructed in serial removal procedures and 
designated, to perform that function in the Riddell Building. 

This suggestion has been considered previously and not adopted. 
The Files and Communications Division pointed out at that time a similar 
procedure was placed into effect on 12/22/47 as a streamlining measure but was 
discontinued on 5/24/48 as a result of Congressional Committee inquiries 
concerning serial removal procedures in connection with the Kansas City 


CCNTINUED CN PAGE 2 


MAIL ROOM □ TELETYPE UNIT □ 





Election Fraud case. Since that time only authorized Records Branch 
personnel have been permitted to remove serials. Departure from this 
procedure, it was felt, would weaken security of our files and lessen 
control and uniformity governing removal of serials thereby increasing 
the danger of loss or error. Training Division recommends current 
suggestion not be adopted. 


Employee Suggestion 
FD-252 CRev>? 9-U-59) 




From; (Sugqester^s name) 


Director, FBI 



Division of Assignment 


Domestic Intelligence 


SUGGESTION suggcsted that one #r more clerical employees presently 

assigned t§ the Biddell Building be instructed in serial rentval 
procedure and designated tt perform that function in Biddell Building, 




Current proctlce or rule (include manual citation os well as foots) remOVCrS UOW COUe fVOm 

Justice Building when their services are required. 


Advantages of suggestion and annual savings (include basis for estimate) 

Present practice results in travel time between buildings of 
approximately hr, for each round trip as well as some delay in 
having serials removed or replaced in files. If suggestion resulted 
in saving of only one round trip per day there mould be an annual 
saviiia, of $230 in travel time alone baaed on §rade 3 salary, 

cf: 

ct; 

- t’n ^ 

■■ R ’ 

n to 
^ m . 


1 Pisodvo^ages of ^ggestion 

Ihe function would be performed by a non-records section 
empf'dyesy however the saving in travel tine and the advantage of 
more prompt service is believed to outweigh the disadvantages. 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I will be considered i*' i 1 1 n i i i i r ■ ■ ■ i i 

within two years after submission.) 

I 1 Mr. Jtot Mrs. [^Mlss , _ 

' Signature and Title of Sud^ster 




(SEE DOMESTIC INTELLIGENCE DIVISION ADDENDUM PAGE 2) 


tr tr 







STREAMLINING COMMITTEE 

ADDENDUM DOMESTIC INTELLIGENCE DIVISION 4/16/63 HHWirmc 


This suggestion appears to have potential for saving time and money, 
however, it deals specifically with records administration and management. It is 
therefore being referred to the Files and Communications Division which is 
primarily responsible for the security and condition of files. The Domestic 
Intelligence Division in referring this suggestion requests that consideration be 
given to the possible saving of money that could result if same could be accomplished 
without affecting the responsibilities of the Files and Communications Division. 

j 

Unless the Files and Communications Division has reasons which would 
preclude the removal of serials by non-records section personnel it is recommended 
the suggestion be adopted. 



» 
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May 31, 1963 

mBrnm-L 




I 13 ? 


o ^ b6 


eaeral jioreaa of Investtgattoa 
iS^sas Ci^, Miss<mri 

Bsarl 


‘ * » 
rn 

CDg ^ 
= «• 
h-j C3 ^ 


1 


Thank you very much lor yoar saggestion that 
cer^l^lle namhers be j^lac^ ott the tnitslde of the frtn^ 
cover of files. It may Merest yoa to Mow that similar Meas 
have been cor^Werei previously and mA adopted because of 
severe disadvantages Involved in such a procedure; houevcr, 

1 am sure you are aware that fUe numbers for auKiliary 

offices may be listed in longhand on the inside of the ftts / 

cover. - A'S, , 

The interest you displayed in submitting 
this Idea to me Is indeed appreciated. ^ 

Sincerely ysRjrgj 

3, Edgar Hoove^ 

2 - SAC, Kansas City 1 - Field personnel c 

1 - Suggestion file ^ ^ ^ 

1 - Personnel file of SAI / 

vML:pab ■:’/b . / * ?? 

(6) (Suggestion #1075-63 dated 5-27-63) ‘ ‘X* 

NOTE: Suggests the FBI Latent Case number,. -the Egl Laboratory 

number, and file numbers of other fie^-off|5is in an 
investigation be placed- on outside of front cover of fifes imMdilkon to the 
Bureau file number. * ““ 




Numerous suggestions regarding addition of file numbers or 
^3,ta on file fronts have been considered and not adopted. Extra 
timte^wQU'ld be required to make such notations and keep them current. Employe 

SEE PAGE TWO 


MAIL ROOM I 


TELETYPE UNIT I 



# «l 


NOTE CONTINUED 


reviewing file would rely on notations indicated without reviewing file 
which would be a most undesirable practice. E a file front is damaged, 
time would be consumed placing information on new front. Training 
Division recommends suggestion not be adopted. 
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Employe. Suggestion 
F^-2SZ iRe^v, 9-11-59) 





From! (Suaaester's : 


Director, FBI 


5/2Z/63 


Division of Assignment 

Kansas City 


SUGGESTION 


Siiow on the outside ox the front cover of files, in addition 
;to the Bureau file nuinber the FBI Latent Case number and the 
'S’BI Laboratory number." and the file numbers of other field 
offices in the invcsvigation. In voluminous files with numerous 
field offices in the investigation, the same cover showing 
the numerous numbers could be transferred to the last volumn 
to eliminate the necessity of copying several field offices 
file numbers on a new cover each time a new volumn is opened. 


Ciirrent practice or rule {Include manual citation as well as facts) 


Hone 


Advantages of suggestion and annual savings (include basis for estimate) 

The showing of reference numbers in addition to the Bui*eau \ . 

file ntimber would make it possible for the FBI Latent Fingerprint 
Section number and the FBI Laboratory numbers to be readily \ 
available for showing on letters for examination in those - , 
divisions. This would be of pa,rticular advantage in cases / 

with several volumns where considerable time is sometimes \ 

required to find the Latent Case number and/or FBI Laboratory ^ 

number for I’eference. Likewise, location of auxiliary office 
file numbers in a voluminous file takes an extensive amount 
of time. Although an estimate of the time saved is not 
possible, it is felt that not only would time be saved in the 


Disodvantagt^©^su3J@4^n ^ 8. j 

It would require some clerical time to list the Latent Case 
number, FBI Laboratory number and other field office numbers — ' 
on the file cover. It is felt that this clerical time 
would be far less than the time required of stenographic 
and Acent personnel in searching through a file for these numbers 


(The use ot a further claim of any nature by me, my heirs, o r 

assigns uppn the United States. I understand that I wlU be considered opted 

within two years after submission.) . ^ ^ 

EHwr. [ZiMrs. □ Missl I 


Recommendations and comments of Division Head This suggestion has merit. It is 

recommended the suggested procedure be made optional with the 
Agent to whom the case is assighedj__^ s h 




[/I Signature qnd Title 




Advrintajis oa su^f^sstion and ammal savinrca (include basis for 
es t Ilio ii) cont inued 

field in locating the nuiabors, but it v;ou1a 1 serve to irisux'A; 
that the refer-once nxiniboi’s r;ould be listed on corsKunicr tions 
to the Bureau as well as other field offices, which would 
in iu:cn save clorica.1 tir.e at the Bureau and in the othar 
field ofliceK. The listing of the Latent Case nutnbar and 
the FBI Laboratory nurab'-ix* would also sox-va- in a revi'^-v; of 
the file to direct attention to the fact that latent 
f in gfir prints and evidence had been subraitted -luring the* 
invest iaaation . 
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OPTlOKAi fORM NO. 10 


Memorandum 


UNITED STATES GOVERNfcNT 


TO 


MR. TAVEL 




FROM : L. E. SHO: 





subject: file INVENTORY 



date: 6-25-63 



LOCATES 


Tolson 

Belmont 

Mohr 

Casper 

Callahan 

Conrad 

DeLoach 

Evans 

Gale 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Room 

Holmes 

Gandy 


The results of the recharge of files conducted on 
5-29-63 have been tabulated and reflect that eighteen files and 
four enclosures are xmaccounted for at the present time. 


As a result of the last previous recharge on 2-21-63, 
fourteen files and one enclosure were unaccounted for. However, 
four files were found, leaving a total of ten files and one 
enclosure on locate. Prom the file inventory on 5-29-63, eight 
files and three enclosures were added to the list of items un- 
accounted for. These files receive constant attention and every 
effort is being exerted to find or otherwise account for each 
of the twenty- two items. 


RECOMMENDATION: 
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fjRNMENT 


Memorandum 


TO 


FROM 


Mr. 



subject: 


J. H. Gala 


SUGGESTION FO^^ E OF '^RE MTAG 
END FOLDER" IN OPEN-SHELF FILING 


•J 
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Kr. ' 

Hr. 
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' Mr. " 

i H-. ' 

i 

6/21/63 ; 
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I'^.r 

b6 

b7C — 


H' 

T : - 

t 



At your reque^st, the Inspection Staff made a surv63F^ 0I me' aes 
he utiliz a tion or ^R-emtag^nd»Eoldexs"..for those offices utilizing 

P41*l-r»rr* -P/-w» TD/^w^4*ri/T CJrTCi-fi^ w» tTTO c? 


ability for the 

open-sh elf filing. The sug^ostinn for the adoption of the Remtag System was 
made by Pittsburgh Division. 


It is the consensus of the Inspection Staff that the benefits to 
be obtained from the Remtag System or similar system whereby the end of a 
consolidated file could be covered arid.a notation made on this end concerning 
the scope of the file numbers contained in the consolidated file, would be 
most beneficial to the Bureau. The use of such end tags would save considerable 
clerical time in the location of a file and would certainly enhance the appearance 
of the closed file section. 


^ However, careful consideration has been given to the expense 

involve in converting to a Remtag System and it is believed that the expense 
would*^ ei^pj^itant and that similar advantages could be obtained through a 
mor>e simpl^'j^ystem at only a negligible cost. 




■ 


There is attached a part of a file back which has been cut and 
folde4to*;^eate a file end and it is the understanding of the Inspection Division 
that simi^^p file ends have been used successfully to achieve exactly the 
same 3esfrred result as the more expensive Remtag System. A Remtag is also 
enclosed. Several of these file ends could be produced from one file back and 
could be placed over the Acco fastener as the first and last item on the fastener /J 
and would create a durable end tag which could be marked at only a fraction of 
the cost of Remtag. It is likewise believed that there would be little additional A 
clerical time needed to fashion this exceedingly simple device. The Inspection 
Staff further believes that the suggested Bureau -made end tag would he more 
durable than the Remtag and more easily adaptable to the varying thicknesses 
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J. H. Gale to Mr. Casper 

Re: Suggestion For Use Of "Remtag End Folder" 

In Open -Shelf Filing 

of the consolidated, closed files than would the Remtag System which has only 
two positions to cover all thicknesses of closed files consolictoted volumes. 

It is further suggested that you may desire to contact the 
Exhibits Section of the Administrative Division to ascertain if they could fur- 
nish any methods or procedures which would further simplify the making 
of these end tags out of used file backs. 

In recommending a system of file ends for closed, consolidated 
files in the open-shelf filing system, it is recommended that it be optional 
with the field divisions as to whether they simply start afresh with the newly 
consolidated volumes and utilize a file end system or whether the conversion 
to the end tag system be set up on a project basis to cover all of the closed, 
consolidated volumes. The conversion to such a system will require a consider 
able expenditure of clerical manpower. 

RECOMMENDATION: 

That the Training Division consider the observations of the 
Inspection Divisi on in reachin g a decision on the adoption of 
the suggestion of relating to the use of the Remtag 

System. ^ 
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UNITED STATES GqJjj^RNMENT 

Memorandum 


t 


Mr. Mohr 


J. J. Casper 


DATE: 7/1/63 


Ml 


• f V 

SUBJECT: M ATT. 

^ S UGGESTION #371-63 SUB MITTED BY 

SA | I HOUSTON OFFICE 

SUGGESTION #1029-63 SUBMITTED BY 

I PITTSBURGH OFFICE 


Toison ,.-v— 
Belmonli^ 

Mohr 

Casper |7 » 

Callahan X 
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DeLoach 
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Gale 

Rosen 

Sullivan 

Tavel 
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Tele. Room 
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Gandy 


SUGGESTION : SA Houston, by suggestion dated 10/29/62 proposed a 5^ by 8-inch 

white card be placed under the file back of a volume of consolidated files, 
j folded around the top of file and secured under the front cover of the file. The file number of 
the first and last file in the volume would be placed on the card in a vertical position. In this 
way, numbers of the files in the volume may be determined at a .glance when the file is placed 
,bn edge in open-shelf files. Houston was authorized to place this idea into effect for a six- 
*month trial period. 

[Pittsburgh, by suggestion dated 5/8/63 proposed offices 

using open-shelf filing obtain a commercial product called Remtag End Folds (sample attached) 
and manufactured by the Remington Rand Co. made for the specific purpose of containing 
files in open shores. Suggester quoted the cost of present system as . 113^ per one consoli- 
dated file asj. compared to . 145^ for the proposed system or a difference of 3^ per file. 

t 

{ADVANTAGES : This method for maintaining such files would provide for greater accuracy in 
I filing and files could be located more quickly. Files would present a neater 

land rhore unifprni'appearance. A saving in time of file review and correlation clerks wouM 
jbe realized. ; - 

OBSERVATIONS: At the conclusion of the si x- month t rial period, the Houston Office advised 

the system proposed by SA had proved to be entirely satisfactory. 

Files could be located more rapidly and approximately 240 hours of clerical time could be 
saved annually by using this method. It was pointed out that in using this method to identify 


Enclosures 
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Rer Mail 

closed files, shelf dividers are not needed in sections where files are consolidated and 
marked with 5- by 8- inch cards. This saves time when shifting files and eliminates nec-essty 
of relabeling shelf dividers. Houston recommended suggestion be adopted for use in offices 
where open- shelf filing is utilized. b6 

b7C 

The Inspection Sta ff made a survey regarding the use of Remtag End Folds as 
Iproposed by | [ Pittsburgh. It was the consensus of the Inspectors that the 

^benefits to be obtained by a system such as proposed would be most beneficial to the Bureau. 

f fowever, it was felt the expense involved in converting to the Remtag system would be 
xorbitant and similar advantages could be obtained through a more simple system at only 
negligible cost. It was proposed that file ends be made from our present file backs by 
.cutting a strip the desired size and folding to create a file end. Several file ends(sample 
attached) could be produced from one file back and could be placed over the Acco fastener as 
the first and last item on the fastener. Little additional time would be needed to fashion this 
simple device. Such an end tag would be more durable than the Remtag End Folds and more 
I easily adaptable to the varying thicknesses of the consolidated closed files since the Remtag 
I system has only two positions to cover all thicknesses of files. It was recommended that it 
be optional with field divisions as to whether they start using this system with newly consoli- 
dated volumes or whether the conversion be made on a project basis to cover all of the closed 
consolidated volumes since a considerable amount of manpower would be needed for conver- 
sion to such a system. 

The Training Division feels the use of file ends with open- shelf filing is 
desirable due to the above-stated comments from the Houston Office and the Inspection 
Staff. Since the commercial product would be quite expensive, it is felt the method proposed 
by the Inspection Staff has merit and would prove more advantageous than the commercial 
product or the 5- by 8-inch white card since it would be cheaper than the former and more 
durable and adaptable than the latter. Although neither suggestion is being adopted as 
submitted, the objectives of both will be obtained under the system being recommended for 
adoption. 

RECOMMENDATIONS: : 

. (1) That a modified version of both suggestions be adopted in that each office 

witB^ ^en- shelf filing use a file- end system b y making these ends from file backs. 

RECOMMENDATIONS CONTINUED ON PAGE THREE 


- 2 - 


Memo to Mr. 
Her Mail 


Mohr 


RECOMMENDATIONS CONTINUED 

(2) That the attached letters of appreciation be forwarded to the suggesters 
advising them of the modification involved. Suggested were thanked for their ideas by 
prior letters. ^ fsn 

W 1 ,^ 


(3) That the attached SAC Letter be approved and forwarded. 




(4) That the Mechanical Section, Administrative Division, prepare a 
sufficient number of samples for one to be enclosed with the SAC Letter to each field office. 
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In Bfply, Please B^er to 
File No. 


UNITED STATES 


PERSONAL ATTENTION 
SAC LETTER NO. 53-33 

DEPARTMENT OF JUSTICE 


FEDERAL BUREAU OF INVESTIGATION 


July 9 j 1963 , WASHINGTON 25, D. C. 


\ 


(a) piling SYSTEM - OPEN-SHELP PILING — A method for preparing 
file backs has recently been brought to the Bureau’s attention 
through the Suggestion Program. This procedure is for use in ^con- 
nection with closed, consolidated files in those offices utilizing 
open-shelf filing and will facilitate locating these files. Pile 
ends, of the desired width, (sample attached) may be made from file 
backs and placed over the Acco fastener as the first and last Item^ 
on the fastener to create a durable end for each file. The beginning 
and ending file numbers in the consolidated volume should be done 
an permanent black ink on the file end. It is being left to the 
d'iscretion of each SAC whether this system is placed into effect as ^ ^ 
nevs consolidated volumes of files are prepared or whether^ the con- 
version to this system is set up on a project basis. Offices now 
using another method for preparing end tags will convert to the 
above-described system as new consolidated volumes are prepared. 


ALL imATIOli CONTAm 
KEREi IS UU^IFIED 

DATE. a .. | B Yiafi^JicidL 1 
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«I6INAL FILES 3 ^ 


Director, FBI 


SUGGESTION 



From: (Suggester's nome) 


It is suggested that ledger Paper he used in place of Index Paper 
I for the printing o&^rm (Sample attached) 


r i 


Current practice or rule (Include manual citation as well as facts) 

Index Paper now used in printing foim (Sample attached) 


Advantages of suggestion and annual savings (Include basis for estimate) 

Ijast year 1,250,000 copies of form were printed hy this Section. 

This required 24,500 sheets of 32 x 48 Index Paper. If Ledger Paper 
was used it would have saved $494.90 last year. 

Index Paper, Property ^7425, size 32 x 48 $56.90 pe^” 1,000 sheets 

Ledger Paper, Property ^79, size 32 x 48 $36.70 per l,i00 sheets 

SAVINGS 20.20 per 1,000 sheets 

Cutting time woiild also he saved hoth before and after printing since 
Ledger is thinner than Index. Index is 8§-" per 1,000 sheets 

Ledger is 5 SA" pe^ 1,000 sheets 


Disadvantoges of suggestion 

None known 


(The use by the United States of my suggestion shall not form the basis of a h^rther claim of any nature by me, my heirs/ or 
assigns upon the United States. I understand that I will be considered fo| i. r. ■ ^ , • , ■ r i i 

within two years after submission.) 

m Mr, CZlMrs. 1 I Miss J ' — 

Signature and Title of buggester 
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July 22, 1963 

PE.IEON^X 


iederal Bureau of Investigation 
V/ashington, D. C. 


Dear 


' \ ^2 
m 

CXJl 

H-lS 



Thank you very much for the suggestion that 
Form 4-49 be pr^ared on ledger paper instead of index paper. 
You may be it^erested to know different types of paper have beeiv^ 
used previously for this form and it was decided the index paper’*^? 
is the most suitable for this purpose. ^ 

The inte rest which prompted you to submiJ^Sf^ 

idea for contSKie}^tion]is indeed appreciated. 


JUL2 21963 

pnwSft.FS! 


Sincerely yours, 

X Edgar HTcoirsE 


1 - Mr. Callahan 




1 - Personnel file of /s* ' ' ' 
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(5) (Suggestion #50-64 dated 7/11/63) 

NOTE: Ba sed on memorandum C. R . Davidson to Mr. Callahan, 7/17/63, 

re: I | Administrative Division, Suggestion 

Program, ^pSM:vep^ _ ji . 

Files and Communications Division opposed adoption since 
paper of a lighter-yeightihan the index paper is not suitdble for serial 
markers. ^hfe*^i?nyri;er becomes bent too easily and gets turned back into the 
file making it difficult for supervisors to find the correct serial. Training 
Division recommends suggestion not be adopted. - 
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UNITED STATES GOVERNMENT 


OrniSMAl^ FOliM NO. ^1^ 

UNITED STATES GOVERNMENT 

Memorandum 

TO : Mr. Callaha^^^y/^ 



date: 7-17-63 


Conrad 

DeLoach 
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Gale 
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Sullivan 

Tavel 

Trotter 

Tele. Room . 

Holmes 

Gandy 


subject: 


ADMINISTRATIVE DIVISION 
SUGGESTION PROGRAM 




has^ggested tha^^ Ke^er Pape ii.b.ev.used^irLA:Place.^oi„ 
d^Form^J-49^ Samples of these papers are attached. 


^ ^ /Uif 

In his suggestion he pointed out mM^tSVerroe'''^^^ of a year we could 
save approximately $494. 94 through the adoption of this suggestion. Form 4-49 is the ^ 
form used by the Records and Communications Division to mark areas in files containing 
references which were called for in connection with a file review situation. Index Pape?^ 
is of a fairly substantial quality and it lends itself very readily to the job fqr which it h^ 
been designed. Ledger Paper is quite a bit more pliable and limp and doeg^ot, appear'^ 
to be nearly as well suited for Form 4-49. The stiffer paper does not^endgnedrly as ^ 
easily and even though there would be a savings involved, it is felt Uha^.we^ should cont^m 
to use the heavier paper in making up Form 4-49. ^ ^ 

^ 

pf the Mechanical Section has said that] [suggestions^ 

has possibilities, but that the Ledger Paper may be too light for use in th.e Records 
Division and recommended that this suggestion be sent to the Records ai^ CommunicESSLcns 
Division for their comments. The Administrative Division’s Streamlining ObmimitteeQ 
does not feel that this' suggestion should be adopted. / ' ^ 

RECOMMENDATIONS: § 

1. That this suggestion be forwarded to the Training Division, Suggestion 
Program Desk, for acknowledgment, and to record our feeling that the suggestion shoi^ 
not be adopted. ^ 


®«CS.OSUKE ATTACHED 

L ' "Cl '■ .. 

I ^rior to final action, however, it is recommended that the Training 
Division obta^^^>comments of the Records and Communications Division regarding 
this nil. , ^ •• ^ 

0. ' '^^hll-TCEROX 
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RNMENT 


TO 


FROM 


UNITED STATES 

- Memorandum 

MR. TAVEL^ 




L. E. SHO: 


SU:^ECT: 
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DATE: 9-26-63 


Toij>on 

Belmont _ 

Mohr 

Casper 

Callahan . 

Conrad 

DeLoach . 

Evans 

Gale 

Rosen 

Sullivan . 

Tavel 

Trotter 
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Holmes 

Gandy 
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is,;jc*equested that the attached proposed "File Repair Record’ 
Form be approved.j f or use in connection with file repair operations in the 
filing Unit. This form will serve (l) as a routing slip to forward files 
in need of repair to the Repair Desk, (2) as a work order slip showing 
what repairs^ are needed, (3) as a record of what repairs were made to a 
file and when and by whom, as well as an individual production record, and 
(4) it v/illUassist locate personnel in tracing files. 

:^If approved, a requisition slip is attached for an initial order 


of 5,000 copies of this "File Repair Record" Form, 
RECOMMENDATION^!: 




-\ 


approved . 


(l) That the attached proposed 


’File Repair Record" Form be 

/ 

/ 

(2) If approved, that an initial order of 5,000 copies of this 
"File Repair Record" Form be prepared for the Filing Uni(t, Rpom 1113 IB. 


(4) 
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File Repair Record 


{%^ZL~ 


4, 
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TO :_>* REPAIR DESK, RM. G 101 IB 
FROM:! 


DATE 


RE:- > FILE # 


SECTION 


This file charged or transferred to Repair^ by: 

DATE 


Please repair items checked below: 

1. ( ) EXPAND 

2. ( ) NEW COVER 






3. 

4. 

5. 


( ) NEW BACK 


P 






( ^ ) CHANGE COVER SIZE 




('1^) CONSOLIDATE SECTIONS y 
6 . ('^ ) MAKE UP SUB A PILE 


vr H 







cofoJjerT, rjm 
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Federal liureau of lavogtigatloa '--I ; 

F'ashlngfem, B. C. i 

c 

Dear 

Thaak you very much for the su^estlon that 
^ ypyta 4*634 b e revised to provide for the hUnk space to 
i^P^r at tSe top of the serM marker instead of the bottom. 

I am indeed pleased to advise you this proposal is being yj 
aitopted and steps are being taken to place it into effect when r 
th^ form is next printed. 

V The interest and Mtiative you displayed in 

• b^iagit^his matter to my attention are indeed appreciated, 

I I^e we^wlU receive the benefit of any future thCHights you 
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C f ^ we^wlU receive the ben 
i have re^rdiag our work 


' ' 

f 


Fincorely yours, 

3. Edgar Hoover 


/^: £ 


.1^- Personnii File of ’ ^ ^ 

\ i-m: mil '^(Suggestion #217-64 dated 10/1/63) ^ v " 

a’ \ lp^p,4-634 be^revised to provide for the blank 

U* - \ ^ space appearin^aj |;he top of the form instead of at the 

- bottom as at present. . . . , 

: ^ ' 
u tMefe'and Communications Division advised, if printed 

- as suggested, it would aid ip looking files up to date and recommended 

= the aOxTorder of the form. Training Division has nc 

inuifejiEJ revision of this f»rm and recommends adoption. On approval 
^’| 7 ®^?WPPWill serve as authority for the Forms Management Desk, Training 
_ Division, to take appropriate action. 

_ ^ 

MAIL HOOmI 1 TELETYPE UNIT CZl 



From: (Suggester's name) 


Director, FBI 


SUGGESTION 


Division of Assignment 

FILES & COMMUNICATIONS 


That form 4-634 be revised placing the blank space at the top. 

Thdgs space is for the name and room number of the person receiving 
the file and includes the current date. This change «dll be as indicate 
on the attached sample. ' 






Current practice or rule (Include mcmuai citation as well as facts) 


Advantages of suggestion and annual savings (Include basis for estimate) 


That after the serial marker has been inserted untlw the Aqco 
compressor, indicating to whom the file is going, it need fiot re- 
moved when looking the file up-to-date and making correspc^ding correcg 
notation on the serial marker. ' 


Disadvantages of suggestion 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me. my heirs, or 
assigns upon the United States. I understand that I will be consid ggestion is adopted 

within two years after submission.) , / ^ /J 


PQmf. I If, 



Suggester 


his space - for Bureau use only) 

'/ flOV 1 1963i f'A\/ 


•JyM. 5ct.Eox HiiG- 

KOV 8 , r 


12 OCT 30 ice? 






Employee Sug gestion 
Submitted by: 


b6 

b7C 


COMMENTS: 

F 

Form 4-634 printed as suggested would be an aid in looking files up to date. It 
is recommended that the change be made with the next order of the form. 
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Federal Bureau of investigation 
Kansas City, Missouri 


Dear! 





Thanlc you very much for the su^esUoa that . ^ 
Special Agents be required to keep a current list of al|^ile^ in 
their possession attached to their workboxes. After fateful 
consideration, it has been decided this proposal should hot be 
adapted. The additional work involved in keeping such a list 
current would far oitwelgh any anticipated saving of time;: 
required for searches. 

Although this idea was not adopted, 1 appreciate 
the interest which prompted you to bring it to my attention. 

Sincerdy yours,, 

U. Edgar Hoovt- 






2 - SAC, Kansas City ^ 1 - Field personnel file 

1 - Suggestion file 

1 Personnel file of 
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(6) (Suggestion #320-64 dated 10/30/63) 

NOTE: Suggests Special Agents be required to keep a current list ' 

“ of ail files in their' possession attached to their workboxes 

in an effort to save on searching time. 




Tele. Room . 
Holmes - 
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SEE PAGE TWO 
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NOTE CONTINUED 


SAC Fitzgibbon recommended suggestion not be adopted 
since time spent in preparing a current list of files would exceed the 
time required for searches. Files and Communications Division and 
Training Division also recommend against adoption. Such a list, if not 
completely accurate at all times, would be misleading. It is felt complete 
reliance could not be placed on a list such as proposed and complete 
searches would still be needed. 
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Federal Bareatt of lavestlgatioa 
Attmqttergae, New Mexico 

Dear! 


Tour suggestions have been received concerning 
the pr^aration erf two of our forms With preinserted carbon paper 
and regarding the manner in which Form 113-245 is printed. You 
may be interested to tow both of these prc^sals have been con- 
sidered previcHisIy and not adt^ted because of disadvantages inverfved. 

The initiative yoa displayed in submitting these 
ideas to me is indeed appreciated. 


mailed. 11 

NOVI 31963 

COMM-PPJ 


Sincerely yewrs, 

t*- Edgar Hoover 



2 - SAC, Albuquerque 1 - Field personnel file 

k l - Suggestion Me >;i 

Personnel file of , / < 

(6) (Suggestions #330-64 dated 11/4/63 and #331-64 dated 11/6/63) 

NOTE: Suggestion #330-64 proposes FD-245, file front, be printed 

on both sides to permit using them again when files are 
consolidated. Information appearing on this side could be crossed out in 
black pencil. Same idea considered several times and not adopted. Exec- 
utives Conference of 9/24/53 recommended against proposed procedure 
because it felt covers are producing maximum efficiency as now printed. 
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NOTE CONTINUED 


/S 

Information, such as auxiliary office file numbers^a^placed on inside of 
cover in longhand and this would obviate their use a second time. Cost of 
file fronts would increase if this idea were adopted. Training Division feels 
these observations still pertinent and recommends this idea not be adopted. 

Suggestion #331-64 proposes FD-204, first page of reports, 
and FD-263,. cover page ibr reports, be prepared with preinserted carbon 
paper. On 10/16/63 same idea considered and not adopted. Training 
Division, after consulting with Inspection Division, opposed suggested method 
of preparation since neither form is prepared in any set amount of copies 
because of difference in dissemination of investigative reports and it was 
decided it would be impractical, and often wasteful, to prepare them with 
preinserted carbon paper. Training Division recommends current suggestion 
not be adopted. 
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Division of Assignment 


Director, FBI 


SUGGESTION 


ALBUQUERQUE 


STION 1/ 

It is suggested that Form fron t) be printed on 

both sides . 17hen files are consolTSaTted these file fronts 
could be reversed and used again. The file numbers, volume 
numbers, etc. could be crossed out v/ith a black marking pencil 
to eliminate the possibility of the wrong side being used again. 




Current practice or rule (Include manual citation as v/eil as facts) 

V/hen files are consolidated the file fronts are thrown away. 


Advantages of suggestion and annual savings (include basis for estimate) 

It is felt that by being able to use both sides of the file 
fionts there would be considerable saving to the Bureau, although 
it is not knoY/n how expensive these fronts are. 




(The use by the United Slates of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 


assigns upon the United States, I understand that I will be considered iot 
within two years after submission.) I 

cm Mr. I I Mrs. EUmIss | 

1 


Recommendations and comments of Division Head Thxs appears 

n the event the Bureau xs xn possessxon o 
reclude re-use of these file folders, it 
uggestion be given careful consideratio 


pestion is adopted 


ie ot JSuggester 



(Do not write in this space - for Bureau use only) 

r .V 


JB0I-X3 


‘ Signatjir^ and Title 


e NOV 1^1963 




November 15, 1963 



b6 

b7C 



*-"1 4r 

m 


Federal Bureau of Investi^tion 

CPS 

’O 

4S^ 

Washington, D. C. 


Dear 

o 

o 



X have received your saggestlon that each 
iavestigative file at the Seat of Government contain a serM 
which minld remain the top serial in file and would contain 
certain pertinent information. This proposal has been care- 
fully considered atKi it was decide It shoild not be adopted 
since the cost to maintain such a brief in each file wcHildf^r . 
<^tweigh any anticipated benefit to be gained from snch-a- r. 
procedure. ' 


Althcwgh this idea was not adopted, I appre^te 
the interest which prompted you to submit it to me. 


MAILE0 II 

NOV I S1963 


Sincerely yours, 

■J. Edgar Hoover 



1 - Mr. Rosen 

Personnel file of SA 





Toison 

Belmont _ 

Mohr 

Casper 

Callahan . 

Conrad 

DeLoach . 

Evans 

Gale 

Rosen 

Sullivan _ 
Tavel 


(5) (Suggesnon #338-64 dated 11/13/63) 

NOTE: Suggests each investigative file at SOG have a serial 

designated "Retain as Top Serial" on which woiild be listed 
in brief pertinent facts regarding the investigation. This serial should be 


Trotter 

Tele., Room 

Holmes ^ O 

Gandy * 1 ' 


7 mail -roomI 







TELETYPE UNIT 


u 


SEE PAGE TWO 




r 



NOTE CONTINUED 


inserted in file at beginning of case and information added as case 
progresses. Suggests this procedure be handled by the Correlation Unit 
of the Records Branch inasmuch as one of the functions of this unit is 
preparation of summary memoranda on individuals to centralize information. 

General Investigative and Files and Communications Divisions 
opposed adoption of this idea. It was noted the cost to maintain such serials 
in an up-to-date condition would not be warranted due to limited use which 
would be made of such briefs in the majority of cases. Case supervisor is 
always aware developmehts in cases supervised by him. In major cases, 
files are kept in supervisors' offices and they would not be available for 
preparation of proposed serials unless taken from office. Training Division 
recommends suggestion ndt be adopted also since it has been the practice 
to keep "floating” serials to a minimum. Good records management dictates 
all mail should be serialized into files. 
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Employee Suggestfon 
FD-252 (Rev. 9-11-59) 


ii/ia/63 


From: (Suqqester's name) 


Division of Assignment 


Director, FJ 


General Investigative 


SUGGESTION f f 

That each investigative file at the Seat of Government 
have «r^erial _to be designated "Retain as Top Serial" on whicl^serial 
will be listed in brief and succinct form the pertinent facts the 
i nvest igation. Such facts should include the allegation, results of 
investigation, and prosecutive disposition. Also to be included would 
be the names of all subjects and serial numbers where de^riptions of 
such subjects may be found. It is felt that this "Top Serial” should 
be inserted in the file at the commencement of the case ?md be added to 
as necessary upon development of the case. It is not suggested that this 
procedure be made retroactive as to established files due to -the readily 
apparent burden this would impose. Regarding preparation of?. the "Top 
Serial," it is suggested that this be handled by the Correla%ion Unit of 
the Records Branch of the Piles and Communications Division (See Page 2) 

Current practice or rule (Include manual citation as well as facts) 

Current practice does not provide for the above-described su^^sted 
procedure. The investigative files contain serials as received. To 
glean pertinent facts necessitates searching through the series. 

Advantages of suggestion and annual savings (include basis for estimate) 

Such a procedure, it is believed, would griatly, ''facilitate 
Bureau officials and supervisors in obtaining at a glanOb without 
tedious and time taking effort the necessary pertinent factSt-so often 
necessary in preparing communications for submission out of^iihe Bureau 
and intra Bureau memoranda, rZ. ' 


A savings in dollars based on implementation of this 
suggestion can not be estimated. 


Disadvantages of suggestion 


A small additional effort required to maintain the 
’Top Serial" in current status. 


(The use by the United States of my suggestion shall not form the basis 
assigns upon the United States. I understand that i will be considered 
within two years after submission.) 

m Mr. □ Mre. □ Miss 


, my heirs, or 
sstion is adopted 


Recommendations and comments of Division Head 

The cost of implementing this suggest i^n^a;r^utweighs the benefits. 
Recommend against. ^ 


FX4i*i 


Albert 


McGrath<y 

Signature V ^nd y^tle Section Chief 


(Do not write in this space - for Bureau use only) 


Bureau use only) ^ 

I W ' 


^ d f / — 
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January 16, 1964 
PERSONAL 


■32 

rrj € 

I 


Federal Bureau of Investigation 
Washington, D. C. 

I>ear 




^ Your saggestioa has been received concerning the ^ 
use ofkile cover s of a particular type in connection with our work. 

This matter has been carefully ctMisidered and it was decided it 
should not be adopted. File covers as described by you are not 
available at the present time and this procedure would actually 
be more costly and time-consuming than the one we now have in 
(^ration. 

Althou^ it was not a^pted, your thoughtfulness 
and interest in submitting this idea are in^ed appreciated, 

, Sincerely yours, ^ ^ 

JAN 16 1964 

COMM.FBl 


1 - Mr, Evans / / ' ; « 

(5) (Suggestion #490-64 dated 1/13/64) L U V 

NOTE: Suggests suitable, opaque, plastic file covers be used which 

— would have pertinent data from the forwarding slip and the 

— serial marker printed orr them in addition to present information printed 
Z on file covers. These covers would contain black lettering on white for 

— . * ' ' ' “.sin’i-'i // 


3 


SEE. 'PAGE TWO 


MAIL ROOM I ! TELETYPE UNIT I 








NOTE CONTINUED 


applicant-type matters, green for criminal, red for security, and blue for 
miscellaneous files. Suitable writing instruments would be used to write on 
the plastic so that such writing could be wiped off with a wet Kleenex or 
paper towel to provide for using the serial marker and transfer form numerous 
times. 


Administrative Division and Files and Communications Division 
recommended suggestion not be adopted. Plastic file covers do not appear 
on any Federal schedule but plastic is very expensive, particularly the weight 
which would be needed for a file cover. Cost not warranted, purpose of 
serial marker is to mark location of serial in the file so would not be used 
to best advantage if located on file cover. More work would be involved in 
keeping wet towels to wipe instructions off of cover than is necessary at 
present. Colored covers to indicate type of case have been considered 
previously and no advantage inherent in using them. Training Division 
recommends suggestion not be adopted. 
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HT ^ ' .t 

Employee Suggestion 
FD-2S2tR6v. 9-H-59) 


» 


# 


Da te 

January 13, 1964 



Current practice or rule (Include manual citation as well as facts) 

The current practice is to utilize three different forms; hence, a 
different step is involved in performing the functions attributed to 
each form. 


Advantages of suggestion and annual savings (include basis for estimate) 

1, Forwarding form and serial marker cannot become detached in 
transit. 

2, Saving of time since file cover will not have to be removed to 

insert forwarding slip and serial marker will not have to be 
affixed with paper clips. jQ 

3, Saving of monies in that form 4-7 will be eliminated apd the 
serial marker will be eliminated. The appropriate serial can 
be marked with plain piece of paper. 

4, File covers can be used again and again since the ink on the 
plastic used to designate file numbers and information appearing 

(cont, on attached.) ^ 


Disadvantages of suggestion 

None known 




(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. 1 understand that I v/ill be considered fnr rrmr tnstffiad rrdwnrd nntv if my suggestion is adopted 
within two years after submission.) ^ ^ _ •^ T" ' 

CJiMrs. UJuiss 

* i Signature dnd litie'of Suggest^y 


Recommendations and comments of Division Head 

This appears to warrant consideration by the Files and 
Communications Division. a ^ 


Signature and Title 


(Do not write in this space - for Bureau use only) yK 

^ \V ' 

mcwmrnATTACScm ' i; 








• 




Suggestion (continued) 

Plastic charge-a-plates have a special area for the 
owner *s signature. This might be desirable for the file number 
and serial number area. In the attached model, all information 
appearing under the plastic will be permanently stamped into the 
plastic cover. If the suggestion is adopted, the correct plastic 
and ink to be utilized will have to be determined through contact 
with appropriate manufacturers. 


Advantages (continued) 

in forwarding and serial marking sections can be wiped off when 
so desired. 

5, Will utilize no additional space in file cabinets, 

6, Plastic will allow files to slip into drawers more easily, 
preventing any damage resulting from binding, 

7, Plastic will not tear or become dog-eared and will afford 
better protection to file, 

8, Colors will facilitate routing, handling and filing, 

9, Probably the biggest advantage is the consolidation of three 
separate forms into one, resulting in a ” one-package” operation. 
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Federal Bureau of Investigatioa 
New York, New York 


Dear 



January 24, 1964 
PESSONAIi 


I liave reggived y»ir euggestioa that an 
.alglmbetical li stin gjpi^^ witha S|mceior enteriag 

a file number by each bne ^_Blaced.oaiheitaier si^ of f ile 
coYers, Yon may be interested to know this prc^sal has 
been considered several times In the past and not adopted 
because of disadvantages involved. It was felt tlie addlUc«ial 
cost involved is not warranted since in moat eases there 
would be only two or three auxiliary offices to be listed. 


b6 

b7C 


m 

o 

o 

m 

0P§ 

H-1 ® 
# 

o 

X 


SE 

r>o 


rs2> 




The interest and thoughtfulness which 
prompted fm to submit this idea to me are inched appreciated. 



J/UV24 W64 

iSOMMiPfle 

2 - SAC, New York 


Sincerely yours, 
■0. Ed^c Hccwer 


Tolson _ 
Belmont , 

Mohr 

Casper _ 
Callahan 
Conrad „ 
DeLoachj.:^^. 
Evans 
Gale _ 

Rosen 
Sullivan 
Tavel _ 




1 
1 

Personnel file of SA 
mlf 


Field personnel file 
Suggestion file 





Trotter 

Tele. Room . 

Holmes 

Gandy 


(6) (Suggestion #5 17^64: dated 1/22/64) 

NOTE: ' Suggests an alphabetical listing of all field offices, with 

a block next to each for listing respective file numbers, 
L^^^r ePrinted the inner side of file covers. 


MAIL ROOM □ TELETYPE UNIT □ 



SEE PAGE TWO 



• • 

NOTE CONTINUED 


This idea has been considered numerous times in past 
and not adopted. Executive Conference of 9/24/53 recommended against 
printing file covers on both sides since it was felt these covers were 
producing maxinium efficiency and no attempt should be made to print 
hi this fashion. Field offices are permitted to place auxiliary office 
file numbers on inside of file covers in longhand at present time. Cost 
would be increased and complete list not needed since usually only a 
few auxiliary offices involved; hencej a complete listing of all offices 
is unnecessary. Each time a field office is opened or closed the supply 
of covers on hand would be outdated. Training Division recommends 
current suggestion not be adopted. 
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Employee Suggestion 
FD-252 (11-14-55) 


Director, FBI 



Date 




Employee assigned to (Division) 

b6 

NEW YORK 

b7C 


It is suggested that the inner side of file covers (FD-245) 
contain the alphabetical listing of all field offices with 
a block next to each so that the respective file number 
that office might be entered when it becomes available ii^^a 
particular case. ci 




Current proctice or rule (Include manual citation as well as facts) 

Current practice permits entering the office name and 
file number on the blank space now existing. 



Advantoges ot suggestion 

In complicated cases involving numerous field offices and ® \y 
involving one or more title changes in the same case , the attention ^ I* 
of the assigned or reviewing SA would be directed to the fact that a Aj 
particular office had already conducted investigation in that matter’^ 
and the possibility of an incorrect file number designation or even.y 
its absence would be considerably diminished. 

The advantage of the printed alphabetical listing over the 
current practice lies in the accuracy of its alphabetical listing as 
compared to insertion of the names and numbers as they become available 


Disadvantages of suggestion 


Field offices might become eliminated or added. The providing 
of additional blank lines for such occurrences would offset this 
apparent disadvantage. gEG- 1!? ,^4 - .^5/? _/57 


Annual Sovinqs (Show bests for estimate) 


The suggestion does not lend itself to a finan 



(The use by the United States of my suggestion shall not form the 
assigns upon the United States) 

lillMt. □ Mrs. □ Miss 


Becommendations and comments of Division Head boXiSVSCj STiy COST X03? illlpXSITlSnTing 

this suggestion would outx^eigh the need. Current p^c^ica. of en^rin 
name of office and file number, in cases 
sired, is believed to be sufficient. 

’ . / T SlgnaW and-f Itle SAC 








February 13, 1964 
PERSONAI. 


-0^ 




Tolson 

Belmont _ 

Mohr 

Casper 

Callahan . 

Conrad 

DeLoach . 

Evans 

Gale 

Rosen 

Sullivan - 
Tavel 


Trotter 

Tele. Room . 

Holmes 

Gandy 


Federal Bureau of Investigation 
Washington, P. C* 


Bear 


ra 
m 
Cl 

o 

-mi 

m 

03 0 

V— 

70 

o 

o 


C5 

03 




co 


cry 


Thank you for your suggestion c<^cerning a method 
for verifying the accuracy of designations relating to disposi- 
tion of certain serials. After careful consideration, it has been 
decided that your idea should not be adopted since it is believed 
our present system of correcting these items as they are 
encountered in coimection 'With a current file search is more 
practical. r 

I appreciate your thoughtfulness in giving 
benefit of your observations in this matter. 


MAIUED: 333 




31964 


C0MM4=EI 




V/ F 


Sincerely yours, 

il. Edgar Hoovef^ 


b 

b 



1 - Mr. Tavel 
1 - Personnel file of 

(5) (Suggestion #583-64 dated 2/5/64) 

NOTE: Proposes a procedure to review files and serials to pick 

up files' and 'serials marked/’Destroyed, " "Not Used, " etc. , 
and furnishing them to Consolidation Unit for d.ppropriate action. 

Files and Communications Division opposed adoption. They 
noted suggestion refers to practice in Records Branch some 15 years ago 


SEE PAGE TWO 


MAIL ROOM 


□ 


TELETYPE UNIT 


□ 





NOTE CONTINUED 


when files and serials to be changed were merely marked as suggester 
mentions but new file number not indicated. Under present system, new 
file number is shown each time a change is made. Suggester would 
arbitrarily review files and serials to pick up and correct those which 
were changed under previous system. These are being corrected now 
as encountered during current file searches and the Division feels, and 
Training Division agrees, this procedure is more practical than suggested 
project. 


Employee Suggestion 
FD-252 tRev. 9-11-59) 


% 




% 



Director, FBI 


SUGGESTION 


From; (Sugqester*s name) 


Suggest that during file by file and serial by serial checks 
smloyee hsAe-fila aodjinail marked "Destroyed”, "Killed”, or "Not 
Usedil^and-iarivard, list to Consolidation to be handled. 

'To 

Consolidation Unit to make up new file backs stating "Change 
To” giving new file number. If no new file number or "Change To" 
is given, a notation can be put on the orginal file back "Verified 
by Consolidation" giving date when handled. 


Current practice or rule {Include mcmual citation as well as facts) 

File Review returns such references to Name Searclfta^ ■’ 
be checked. If verified by Name Searching, file number ,iBsJyC^cked^ 


Advantages of suggestion and annual savings (include basis for estimate) 


1. fil-im-ate various processes in current use. 


Uf ' 

n- -- 

-r ’’ 

*x ^ 

Ui "t 

m i Ll 


2, Reduce time in handling of references to be reviewed. 


Disadvantages of suggestion 


None 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature my heirs, or 

assigns upon the United States, I understand that I will be considered for 
within two years after submission.) 

L . . i Mr. L ■ iMrs. ^^3 m1ss — 


Recommendations and comments of Division Head 


Unfavorable. 


EWM:ler 

( 6 ) 


/■ 


^ 6 


(See comments on page 


7 

^ an^Tltle 




(Do not write in this space - for Bureau use only) 




V *** 


* X 






CURRENT PRACTICE (con’t) 


in Numbering Unit, If abstracts states file number is 
canceled the reference is then sent to Consolidation. 
If Abstract states "Change To" and new. file number is 
given, this file number is reviewed and a slip is sent 
to Consolidation giving subject and file number and 
requesting that card be changed in General Index. 


X 


# 


Suggestion 
Files and Communications Division 


|to Director, FBI 



bo 

b7C 


COMMENTS; 2-10-64 

This suggestion refers to a practice in the Records Branch some 15 years 
ago when files and serials which were being changed were merely marked "canceled” 
or ”not used” and the new file number not indicated. Present procedures call for the 
new file number to be reflected in each case where a change is made in either file or 
serial. The old "canceled” and ”not used” files and serials are being corrected under 
file review procedures as those file references concerned become the subject of a 
current file search. It is felt that this procedure is adequate to accomplish the 
purpose. Nothing would be gained by arbitrarily reviewing all files and all serials 
to pick out the "canceled” and "not used” numbers and effect the appropriate change. 
Many of these "canceled” or "not used” numbers may never be the object of a review 
or a search in the future. 




• 


2v^ch IS, 1964 
FBHSONAI* 




Federal Bureau of mves^gatios 

Seattle, WasMagtoa I! 

Bear ^ 

I lm*e received y<mr saggestioa coaceraii^ 
the admiaistratioa of flies at the Seat cjf Goverameat. M a 
laatter of possible Interest to you, we alres% have a pro- 
gram ia effect wMeh anticipates the problems mentioned’ in ^ 
3 foar proposal and which we feel is more effteient 

idthoa^ your idea was ad: adopted in 'I 

instance, 1 appreciate your thoughtfidness and interest ln5 
snbmitUag it to me* i ' 


1964 


Sincerely yours, 

fi. £dgai; Hoover, - i 





2 - SAC, Seattle 1 - Suggestion file 

1 - Field personnel file 

1 - Personnel file of SA 

Q^ER: mlf r 

y (6) (Suggestion #701-64 dated 3/9/64) h 
NOTE: Suggests subiect’s birth d^e 




NOTE: Suggests subject’s birth date be placed on file -jacket , 

concerning single^ subject at SOG. When subject 
reached arbitrary age (70-85) and there was no recent aetivityy file 
be destroyed. 

i, - ■ ’ i 

SAC Milnes of Seattle Office opposed adoption since 
he of individuals under these circumstances are already 

SEE PAGE TWO 

' MA*IL*ROOM □ TELETYPE UNIT I I 1/ 


TELETYPE UNIT I 




NOTE CONTINUED 


destroyed in the normal course of our destruction program without the 
need to add this extra notation. 

Training Division agrees. Matter was discussed with 
Files and Communications Division which advised present system at 
SOG already envisions difficulties mentioned by suggester and is more 
efficient. We work from dates and index cards in determining if both 
files and index cards should be purged. T his is more practical and 
obviates the necessity of any notations on file jackets such as suggester 
has in mind. 


Employee Suggestion 
FD-252 (Rev. 9-11-59) 




March 9, 1964 


From; (Suggester's name) 


Director, FBI 


Division of Assignment 

Seattle 


SUGGESTION 


Piles at S.O.G. - Suggea^&s:i^st subject's birth date on 
outside of file jacket, case deals v;ith one subject. 

Transfer to top serial if consolidated* When subject 
reaches arbitrary age (70 to 85 ) and no recent activity, 
destroy the file. The subject is either dead or no longer 
a problem to us. His fingerprint card is still available 
for the fevj exceptions that occur. I also believe no 
purpose is served in reproducing such a file on film. The 
practice of destroying records in the Field at twenty, t^, 
five, and three years vjould make the above suggestion of_ 
no value in the Field. ^ f , o £: 

if t., ;3 • 



Advantages of suggestion and annual savings (include basis for estimate) ^ ^ 

Should save us some space and the cost of reproducing S 
such files on film. 


Disadvantages of suggestion 


Would require going through files once each one, t^'^c5, 
or three years to locate those records that may be destroyed. 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I v/ill be considered!' adopted 

within two years after submission.) '^'77 

E3Mr. QMrs. CZlMiss 

/ &ighatu r it dim utm pi * ___ 


Recommendations and comments of Division Head My recommeudatxon is unfavorable. It would 
appear to me that files of individuals^f would be destroyed 

before they reach this age in the normal current destructio: 

program. To add this additional reaf^ yfpr " ^ 

destruction seems to me to be a greate r/ n 

admini strative burden than the benefjita /// Signature and Titte 3AC ^ 







Aprils, 1964 
PER^NAi, 


Federal Bureau of Itivestigatioa 
WasMagtoa, X>» C, 

Dear! 


X? 

m 

O 50 

-ni ’’ 
OD i ^ 

5 . 

^ ac 

a 

a CT^ 
3: ^ 


I have received your suggestion timt it no longer 


be revised aeeordiagly. After eareM consideration, it has been 
decided that the present sp^tem is the better means of accounting 
for all serials ta.hen.tom any fife. 

Although your idea v^s not adopted in this Instance, 
l^aht tpL thank you for your interest in submitting it. 


MAILED a. ' 

APR 8 -- iy84 


(GOMM.FBl 


Sincerely yoiups, 

a. Edgar Hoover , J 

/I'/* ' 


1 - Mr. Tavel 


. 1 - Personnel file of 

y (5) (Suggestion #763-64 dated 4/2/64) 

NOTE: Suggests listing of serials removed from files be 

eliminated and Form 4-94 (O bsolete Serial Removal 
Form).- be revised accordingly. 

Files and^Gomiiiunications opposed adoption since all 
serials removed from files should be accounted for* Under proposed 
system it might be assumed that any.perial not in, file had been destroyed 
which is not always the base. 

i/T^ Training Division agrees that itemized charge-out of 

-7 serials removed from files is most practical means of accounting for them. 


TELETYPE UNIT I 




Eiiiploy^e'Suggestion 

,FD-25 2^ isfev.. 9^4-1-59) 




From: (Suggester^s name) 


Director, FBI 
SUGGESTION 


APRIL 2, 1964 

Division of Assignment 

FILES AND COMMUNICATIONS 




That the y^,ing^qf_ss:Kials be eXimin ate d and this f form 4-94 
be revise d tq^^eg-d ** A11 seri als removed from this iiXe., have _been 
destroved^ in^ accordance with authority contained in”^ 

(See attached present form and suggested revision.) 


Fi/< 


Curiont practice or^?ule-{I'riclude manual citatioix qs well gs facts) . - ^ - , 

Serial" numbers are listed individually or in scopes, as necessary 
(Individual serials purged are checked off the tab card in Numbering 
Unit). ^ ^ 


Advantages of suggestion and annual savings (include basis for estimate) 

Will eliminate a time consuming procedure now used 
Suggester has no basis for estimated savings. 





Dlsc^vcntages of suggestion 


None known. 


(The use by the United States of my suggestion shall not form the basis of a further claim of an 
assigns upon the United States. I understand that I will be conslde 
-within two years after submission.) 

DMr. 0Mrs. □ Mil 


Ji 



yfJRECOffDED COFf niED /« 




Employee Sug gestion 
Submitted by: 


bb 

b7C 


COMMENTS: 


It is felt that serials removed from file should be accounted for. This 
suggestion would automatically give the impression that any serial not in file had 
been destroyed whereas this may not be the case. The accuracy in accounting for 
serials is well worth the time consumed in the current practice. 

¥ 





4-94 (Rev. 1-26-61) 




FOLLOWING SERIALS REMOVED FROM FILE AND 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONTAINED IN 


1 -thru 19 
21 j 24, 27, 28, 
31 -thru 45 
48 ’thru 53 
56, 58, 61, 62, 
65 thru 74 


®NCLOSXJES 

Present Pom 





/ 





4 

/ 









SAC, Cmciimati 

REC- 22/: /: -^ ^ 6v 9^ / S^§f 

Director, FBI 


CLOSED riLES 
SUGGESTION 


July 8, 1964 
PSESONAL 


Reference is made to the suggestion which you submitted dated 
July ^ 1964, that the mandatory provisions now in effect regarding preparation 
F/fije entfe for closed files which are, maint ained on open shelves_b e eliminated. 


This procedure w^ carefully evaluated at ihe time it was placed 
into effect; however, due to your suggestion, it is being considered again by the 
appropriate division. You will be advised if a change is deemed necessary at this 
time. The interest which prompted you to submit your observations on this natter 
is appreciated. 




- Personnel file of SAC Edmund D. Mason 
ML:kap . 

(5) /K i (Suggestion #20-65 dated 7/2/64) _ 

NOTE: Suggests elimination of the mandatory provisiqs§^of* preparing file 

ends for closed files on open shelves, as stipulated in SAC Letter 
63-33 dated 7/9/63, 

I 

Referred to the Inspection Division for views and recommendations. 
Also, suggestion being considered by Training Division, 




Tolson 

Belmont 

Mohr 

Casper 

Callahan 

Conrad 

DeLoach 

Evans 

Gale - 

Rosen 

Sullivan 

Tavel 

Trotf^ 

TeW: hiSpja 
Holmes 

Gandy — 
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COMM-FBI 
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tSn'pJc^ee^^ggest^n 
^ FD-2S2- ^ev. 9-11-59) 


% 


Director, FBI 


m SUGGESTION 


Fromf (Suggester's name) 

D. MASON. SAG 


7/2/64 

Division of Assignment 

Cincinnati 


/'h 

Eliminate the mandatory provisions o£ preparing file ends for 
closed files on open shelves, as stipulated in SAG Letter #63-33 
dated 7/9/63. 


// 




‘k < 


r-- CO 


Current practice or rule (Include manual citation as well as facts) 



^,1 ^ 


Advantages of suggestion and annual savings (include basis for estimate) 


It costs money and takes enployee time, under salary, to prepare 
the file ends. As files are destroyed the file ends no ^longer 
fit. File ends made for a volume of a particular sizp.,are^'not 
adjustable when the volmne is made smaller through deet^c'tion. 
Few field offices have artists available to make the attractive 
lettering on the file ends. There are ample ways of quickly 
and effectively identifying files without the need for the 
mandatory provisions stipulated. ^ 

Unable to calculate savings. ^£0-22 3 / ^ / 


Disadvantages of suggestion 


None. 






1964 


(The use by the United Slates of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered for any Justified award only if mw'^^gestion is adopted 
within two years after submission.) 

SI Mr. aMrs. nMiss D, MASON, SAG 

signature and Title of Suggester 
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UNITED STATES gWFeRNMENT 

Memorandum 


Mr. Mohr 


DATE: 7/16/64 
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,//« ' o 

SUBJECT: FILES 

SUGGESTION #20-66, SUBMITTED BY 
SAC EDMUND D. MASON, CINCINNATI 

SUGGESTION : That the mandatory provisions regarding the preparation o^^e ends for I 
closed files maintaii^d on open shelves as set fm^tirrh SAC Letter 63-33 

be eliminated.^ 

— - \j 

PRESENT PROCEDURE: Above-mentioned SAC Letter set forth a method to be followed ^ 

by those field offices having open- shelf filing for closed, consoli- 
dated files. File ends are to be made of the desired width, and placed over the Acco 
fastener as the first and last item on the fastener to create a durable end for each file. 

The beginning and ending file numbers in the consolidated volume are then placed on the 
end in permanent black ink. This letter left it to the discretion of the SAC whether this 
system was placed into effect as new consolidated volumes were prepared or whether 
conversion would be placed on a project basis. 


ADVANTAGES : Suggester states it costs money and takes employee time, under salary, 
prepare the file ends. As files are destroyed the file ends no longer fit. 

File ends made for a volume of a particular size are not adjustable when the volume is 
made smaller through destruction. Few field offices have artists available to make the 
attractive; lettering on the file ends. There are ample ways of quickly and effectively 
identifying files without the need for the mandatory provisions stipulated. 

OBSERVATIONS: The Inspection Division advised it does involve considerable time to 

prepare these file ends and, of course, it depends upon the person pre- 
paring the lettering whether it is done in a neat fashion or not. There are several other 
methods which could be used to accomplish the same thing but taken on an over-all basis 
the present one is workable and should be retained for the sake of uniformity in the field. 
There was no objection, however, to the use of labels or other method of putting the numbers 
on the file ends if so desired. / 

REC-21 /, 4, 

The Training Division feels suggestion ^ould not be adopted. This method 
for preparing file ends was adopted as a re^ulti|of a former suggestion and seems to be 
working satisfactorily in other offices. At the time thig 'matter was under consideration. 


(2) 

Enclosure 




JUL 20 1964 

— Jee page two 


UNRECORDED ^PY FILED ll|^ di A 










Memo Casper to Mohr 
Re: Files 

Suggestion #20-64, Submitted by 
SAC Edmund D. Mason, Cincinnati 



a representative from a commercial firm was consulted since they manufacture such file 
ends. It was determined to buy the finished product had disadvantages such as additional 
cost and the fact that they had only one or two positions for adjusting should the contents of 
the file become larger or smaller; therefore, it was decided these file ends could be made 
in the field office from file backs as time permitted. They must use the file end method 
but there would be no objection to use of other methods for placing file numbers on file 
ends. 


RECOMMENDATIONS: 1 


That the suggestion not be adopted, 
by prior letter. 


Proposal was acknowledged 




2 

guidance in this matter. 


That the attached letter be forwarded to SAC Mason for his 



- 2 - 



^ i SAC, Cincinnati 

\v 

'A 

\ Director, FBI (66-2319) 


Jnly 17, 1964 
PERSONAL 


CLOSED FILES 
SUGGESTION 


0 


Reference is made to your suggestion dated 7I2/Q4 and 
Bulet acfoiowledging its receipt dated 7/8/64 regarding the use of file 
ends with closed, consolidated files maintained on open shelves. 

After careM evaluation, it has been decided the manda- i 
tory provisions set forth in SAC Letter 63-33 should remain in effect to ^ 
provide for uniformity in all field offices. There would be no objection r — ~ 
to the use of labels or any other method, which mi^t prove more 
beneficial in putting the file numbers cm these file ends. You should, 
therefore, proceed without hirther delay to carry out the instructions 
issued in the above-mentioned SAC Letter. 


Personnel file of SAC Edmund D. Mason 



^ME:mlf,,v.i:-^ u., 

(5) (Suggestion #20-65) o-., 

NOTE: Based on memorandum Casper to Mohr ,-'..7/16/64, ML:mlf, 

re: Files, Suggestion #20-64, Submitted by SAC Edmund 
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UNITED STATES GOVERNMENT 

Memorandum 


TO 


FROM 


SUBJECT ; 


Mr. Tavel ST 
/ 

. W. Waikart 


DATE: 7-20-64 





"STORA^^ PERgei^EL FILE 

survey’B'^^ebold incorporated _ 

/ (L (} 


c> 





Branch Manage r, Feder-.al Govemmeni Division, Diebol^ 

f- 17-64 and proposed 


called on the* 


Inc orporated and an associate 

^thaTffiey conduct a survey without any cost whatever to thb^BSr^h^ojoJlmpmyed storage^ 
oLpier-sonneLfilgs^ uti lizing mechanized e quipment- ofJDiebold_Incprppr aled. 

These gentlemen mentioned that numerous installations have been made 
in the personnel files of other Government agencies with uniformily excellent results 
and they are confident that through the utilization of their mechanized equipment 
greatly improved fi le storage and handling will result. It will be necessary for one 
of these gentlemen, | | to make a further survey as to the extent of file 

holdings in perso nnel files in o rd er to submit pra ctical recommendations. A check 
of our records onl I and 


pLs negative. 


ACTION: 



Unless advised to the contrary, infor mation concer ning our file capacity knd 

I of Diebold Incorporated in 


volume along with related data will be furnishedl 


order that they may furnish without cost to the Bureau an estimate on mechanizing all 
or part q| our per sonnel files., A brochure on the Diebold equipment to be utilized is 
attached#. 








\ 





Enclosure' 

4 

FWW:bpr ; 

(3) ■ 




-S' 










REG 45 


ifi(^ ' 




j9^ 





[P3 






BH AUd 31 il\64 

' % 





miN MECHANICAL & ELECTRONIC SYSTEMS SAFEGUARD PERSONNEL & EQUIPMENT 


I, < 


Jv-.tlie jul-widtli-safety-guaft^^ 

■ 7diiSi*e,:'titTffindsWs&» refe* 
n Iitinirflijlerearofth posting sWi Its slightesl 
. pitssurejtoni anj.angle onihlsitoibk panel stops.':2'. 
■file totalion at once. -Panel also senes to keep-;.-;’' 
miscellaneous objects ont of .file. ■ i -■ 











DIEiOlD POWER PILE 


OFFERS THESE BUILT-IN BENEFITS 
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UNITED STATES GOVERNMENT 

Memoran%m 


TO 

0 

(P 


ROM 


subject: 


DIRECTOR, FBI 


SAC, SAN FRANCISCO (66-1696) 


date: 9/ 8/64 


FILING SYSTEM - 
OPEN -SHELF FILING 


Re SAC Let 63-33 dated 7/9/63. 

The Closed File Section of the San Francisco Office 
consists of approximately 425,000 files. Prior to moving to 
the new space on 5/1/64, the closed files in San Francisco were 
on several floors, some in ordinary filing cabinets and some on 
open shelves. In connection with the move to the new space, all 
closed files were placed on open shelves. Prior to the move it 
was not feasible to institute the system of placing the file ends 
on closed files when the files were consolidated, for three 
reasons, (1) the fact that the files were both in file cabinets 
and on open shelves, (2) because, as the Bureau is aware, San 
Francisco has had a shortage of clerical personnel and individual 
desirable but Unnecessary projects have been set aside until per- 
sonnel is available, and (3) the closed files in the San Francisco 
Office which are maintained on open shelves are maintained with 
the open end of the file in an outward manner, in contrast to 
some offices which maintain the files with the closed ends out. 

As the Bureau is aware, I was SAC at Dallas at the time 
the suggestion described in relet was sent to the Bureau. I in- 
stituted the system there after trying it for several weeks and 
I fully endorsed the system. However, the system presupposes the 
personnel have the time for the project. Upon my arrival in San 
Francisco I checked into this matter and found that since the 
thousands of files in the closed section maintained with the 

open end out and it would be a tremendous' time-consuming project 
to change them, plus the fact that personnel was not available, 
the project was not instituted. Also, an important factor was 
the fact that the move to the new space was contemplated and de- 
layed for months and months until the move was finally consummate 
on 5/1/64, when all closed files were placed on open shelves. 



In view of the volume of files in San Francisco, this 
would be a tremendous project. Referenced SAC Letter states that 
the project would be left to the discretion of the SAC as to 
whether it should be placed into effect as the consolidated volumes 
of files are pi^’epared or whether the conversion to the system 
should be set up on a project basis. ^ 

c/: ^ I ^ 

2 - Bureau ^ » i 

2 - San Franci 

SEP 1 

a 




REC-21 
EX-108 






SF 66-1696 
COL ; hko 


In carefully analyzing the number of manpower hours 
required to institute this project in the San Francisco Office, 
it does not appear desirable from an over-all efficiency stand- 
point of Bureau operations, since the project would not increase 
efficiency of the office but would only make the closed files 
section more presentable from an appearance standpoint. 

We have estimated that it would take approximately 
1627 hours, or approximately 3/4 year, for one employee on an 
eight -hour day to complete this project. I do not think in an 
office of this size, where the closed files are* all in one section, 
that it would be feasible or desirable to put the system into 
effect for only a portion df the files, but if it is instituted 
it should be instituted for all of the closed files. 

In view of the tremendous amount of time and obvious 
manpower required to place this system into effect, and since we ■ 
have had a continuous shortage of personnel due to the high wages 
offered in private industry in San Francisco, I do not feel that 
it would be to the best interests of the Bureau to institute this 
system in the San Francisco Office. 







UACB, the project will not be instituted, in view of 
the reasons outlined above. 


ADDENDUM The Inspection Staff has looked into the 

INSPECTOR foregoing matter and has determined that 

AT SAN FRANCISCO the findings of the SAC are factual and the time 

(9/8/64): to complete this project is estimated as close 

as possible. The closed files section in this 
office makes an over-all favorable appearance as it- stands and the 
institution and completion of the project set forth above would not 
materially enhance the appearance of the closed files , would not 
increase the efficiency of operations in the closed files and, from 
an economic standpoint, does not appear to have any real beneficial 
advantages. In view of this, the Inspection Staff agrees with the 
recommendation of the SAC that the San Francisco Office not be 


compelled to institute and complete this project in its closed files. 




September 23, 1964 




% 


Federal Bureau of investigatioa 
Birmiagham, Alabama 


PBESONAL 


n ^ 

m 

00 o 
5—' ^ C3 


I have received year saggestioa coac^ning a ° 
method for ttse in dispositioa of files ia certain classifications.-^: 
You may be interested to know that cnrrent instructions provide 
for keeping a list of files which are removed when twenty years 
old, if of no value; therefore, there appears to be hb reason to 
maintain the^^^^tsjhiihe_66r0. classification s they fall 
in this category. 

the interest which prompted you to give me the 
benefit of your observations on this matter is indeed appreciated. 




co-:r:t.7a 


teerely yours, 

/. rr’oT^r Rob'»' 


SER^o 

ixlv 


!'\Jr 


2 - Birmingham Files in the 66-0 classification 

1 - Field personnel file are retained for twenty years 

XEROX 1 - Suggestion file and then a list is maintamed 

. regarding disposition of those 

’ ' considered to be ol no further value. Bureau is interpretin|5otherj . 

— administrative-type files” to be those maintained in other; 66 ^las- I ' 
sifications: such as, inventory, photographic equipment, ,et cetera^/ 
These files are to be destroyed, if of no value, at certam periods/ 

z: and there is no requirement to keep a record of their detraction 

— provided all file numbers are accounted for. If file nmnbers,are 

— not accounted for, file front should be retained and placed m 

— ical sequence in the o tosed files section. ^ ^ 

— ^ 1 - Personnel file of 

?~^'t^)^*Wggestion #210-65 dated 9/14/64) PAGE TWO 

MAIL ROOM I 1 TELETYPE UNIT 1 1 











NOTE: Suggests only the file front of the last destroyed volume 

of a closed 66 classification and other administrative-type 
files be maintained with wording to effect, "This and all prior volumes 
destroyed on (date) as over (number of years) old, " 

Due to the views expressed in the note to the SAC 
regarding this matter, the Training Division recommends suggestion 
not be adopted. 
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Employee SuggestioiT' 


From: (Suaaester^s name 


Director, FBI 


SUGGESTION 



September 14, 1964 


Division of Assignment 

Birmingham 


Only the file front of the last destroyed volume of a^cXosed 
66 Classification and other administrative type files be maintained 
with wording to effect, "This and all prior volumes destroyed 
on (date) as over (number of years) old," 


Current practice or rule (Include manual citation as well as factsx^_^ 

MRR, Part U, Sec, 3, Para 8, "When fiJ-e^? are destroyed, retain file 
fronts, writing thereon reason for destruction." Exainpled by fact 
Birmingham Office currently has 7 file fronts of destroyed 66«0 volumes 


eliminate numerous file ironts irom closed tiles 
y making it easier to locate files., 

mate savings. 


Disadvantages of suggestion 

None known. 




- /«?- gj- 





(The use by the United States of my suggestion shall not form the b asis of a further claim of any nature by me, my heirs, or* 
assigns upon the United States. I understand that I will be considei liy suggestion is adopted 

within two years after submission,) — y /? 

m Mr, □ 

signaiure ana riue of Suggest^ 










October 7, 1964 


Feteal Bureau of Bivesti^tioa 
IS^asCity, Mssoari 




l?haflk 5 TOU very mueii im the su^estioa conoeruiag 
a method for ladicatiag certaia action which has heea taken ’ 
regarding a person or property mentioned in a file. You may he | 
interested to know that Simttar proposals have been considered 
previously and not adopted because of disadrotages imrolved. A 
case may be closed even thou^ these notices remain outstanding! 
torefcme, reliance would have to be placed on the index, 

^he Interest you #splayed in submitting your 
Idea is indeed appreciated* 



CB'ftJtklSV 


jCOMl-P¥i 


Sincerely yours. 


2 - Sansas City 1 - Field personnel file p. /) 0 v 

1 - Suggestion file ' fmT 

1 - Personnel file of ^ ^ 

(6) (Suggestion #259-65 dated 10/1/64) 

NOTE: Suggests files wherein a stop notice has been placed 

againStli,V*person or property be flagged by printing the 
word VSTvQP" accompanied by the serial-number of the communication 
in which idle stop was reguested on fileTront in large letters. Stop 
could be,,remoVed>^ b5^'4upervisor, agent, or employee handling case ^ 
without 'duplication of effort at time.commuhicatiph closing, or RUCing 
case is received. When 'Stop is removed, word ’’STOP” and other ^ 

informatldij-Wipuld be deleted from file front. j4' 

7 7 . SEE PAGE TWO-' 

' faWABiff'PcO 1 r. 'Jl 


' * TELEf VpE unit t 1 


REC’D-READING ROOM 



NOTE CONTINUED 


Similar ideas considered numerous times in past and 
not adopted. It was felt no advantages exist since stop card index 
and bulky exhibit inventories now used are more practical. Such 
notations duplicate stop cards in stop card index and information on 
bulky exhibit green sheets. Errors could also result from failure 
to enter or remove items as appropriate. In event file cover 
damaged, it would be necessary to transfer data from old one to new 
with more work and chance of error involved. Employees should 
review file in any case and not rely on presence or absence of notations. 
Training Division recommends idea not be adopted. 





October 1, I 96 U 



Division ol Assignment 


K&NSAS CITY, MlSSOUiO: 


SUGGESTION 


// 


Mr:::. 


It is recommended ^ (sys tem o.^f lagging a_f U.e bejeveloped in those cases 
where a /stop notic_e has been ‘pj^’edr^n^\persbh or property within a file. “ Ihis coiiid 
-te-anhidved by prjuftxrig~tTie~wdrdrT^STOP*'' accompanied by the serial mmber of the com- 
iHunication in which the stop was requested on the file front in large letters* This 
stop could be removed by the supervisor, agent, or eroployee handling the case without 
duplication of effort at the time a communication closing, or referred upon completion 
to the office of origin (lUO) is received. Tftiere a stop has been removed, ttie word 
*^STOP" and other information would be deleted from the file fronts 



Current practice or rule (Include manual citation as well as facts) 

An en 5 )loyee periodically checks the stop notices against the files to ^ 

ascertain if a stop notice should be removedj as in accordance with MRE, H-8-U. 


Advantages of suggestion and annual savings (include basis for estimate) 

If adopted, this system would greatly inprove the Bureau ^s expediency in re- 
moving stops immediately after the apprehension or recovery of property. At the present 
time, stops are checked quarterly and it is conceivable a stop could remain outstanding 
with a law enforcement agency or other governmental department for a period of ninety 
days or longer after it should have been removed. It is also conceivable that in 
voluminous cases where a stop has been placed egirly in the investigation and the case 
subsequently reassigned, the stop could be und^cted by the employee to whom the case wae 
reassigned because there is no method of flagging the stop. The Suggested system of 
handling the stops could correct any deficiency such as this, and thereby assist in 
improving the Bureau* s prestige with other agencies* It is felt this system, if adoptee 

(continued on attached page) 


Disadvantages of suggestion 

In closed cases quarterly checks would have to be made because nony times a 
stop, where property is involved, remains in effect after the case is closed. Therefore 
clerical time would still be required for the quarterly checks. 


(The use by the United States of my suggestion shall not form the basis o f a further claim of any nature by me^ m y heirs, or 
assigns upon the United States. I understand that I will be considered for ion is adopted 

within two years after submission.) 

ED Mr. eZiMrs. EZHmiss —I L — Clerk — 


Recommendations and co: 


Revie 
and its adopt 



(Do not write in this space - for Bureau use only) 


-J 4 

r ^ t t 


4 ^ / 

y ^ H 










Advantages of suggestion and annual savings - continued; 


trould also eliminate part of the clerical time now being utilised in the quarterly- 
checks of stop notices* The quarterly checks should still be conducted as a means 
of double checking the stops in order to further eliminate the possibility of error. 
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UNITED STATES GOiPfRNMENT 

Memorandum 

f 

Mr. TaveT^^i, 


FROM 


L. E. Sh( 


(D V 


SUBJECT: FORM 4-94 



9-24-64 
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y<f ^orm 4-94 i s used in Consolidation Unit. It is placed in a file when serials "V 
have been removed and destroyed. With a few additions, this form can be a dopted ^ 
for u se in,Personnel Reco rds Unit where authority has been given to purge certain cv^ 
material from the out-of-service files. Therefore, it is requested that "Subject, " i 
"File No. , " "Date, " and "Initials" be added to current form per attached sample. Vi 

A copy of the current form and a requisition for a supply of the revised a 

form are also attached. ^ 

RECOMMENDATION: 

j>^ 

That this memorandum with attachments be forwarded to the Forms 0 

Management Desk, Training Division, for appropriate action. q 


RVM:bpr 

(3) 

Enclosures 








REO. 47 




/ XEROX 


ubi ,-1.5 1964 j ; !0Ril 

I » iJO I X lv)0 » 




OCT 14 1S64 



4-94 (Rev. 1-26-61) 



FOLLOWING SERIALS REMOVED FROM FILE AND 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONTAINED IN 


/ 


CURRENT 4-94 


y JS 1SS4 


t-if T 





4-94 (hev. 




SUBJECT FILE NO"; 

FOLLOWING SERIALS REMOVED FROM FILE AND 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONTAINED IN 


. DATE 

initials' 


L_ XE.-.OX 

OCTJ^ BbA 


PROPOSED REVISED 4-94 




^losuke 



^21^- I 


CSr r 



4-94*(Rev. 9-24-64) 




SUBJECT FILE NO. 

FOLLOWING SERIALS REMOVED FROM FILE AND 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
CONTAINED IN 


DATE 

INITIALS 


1 ~ XEROX 

Qu. 15 1964 



October 14, 1964 
PBESOHAI. 


c 





:x-ioa 
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Federal Bureau of InvasUptioa 

CP 

Washin^on, D. G. 

1 — H 

Dear 



I have received yoiir su^estion a particular 
procedure be placed into effect witii regard t^iaBdllngreqtfe^s 
for files, tovL may be Interested to know the ^ 

'has'be^ tried in the past and dlscoatinued ^cause it was found 
thaf pur present method affor^fe better service* 


The thoughtfulness you displayed in giving me 
the benefit of your observations on this matter is indeed 



appreciated. 


Sincerely yours, 
S'* Ed§^ Plgmir 


1 - Mr. Sullivan 




Ij- Personnel file of| 



I'-'t , 


-j 

I.1 


(5) (Suggestion #290-65 dated 10/6/64) 

NOTE: Suggests when a file is requested and it is known 

that the file is on its way back to the Filing Unit'’ 
a stop or flag be placed in the file folder to alert employees tQ-, 
immediately recharge the file to the person requesting »iti > 








,;f ^ ^ — VO 

Domestic* Intelligence I Division advised proposed 




Trotter 


in past and abolished because it was found present 
affords faster service to locates. Inspection Division has 
d two methods on severalioccasions and concluded present 

SEE PAGE TWO 


Tele. Room 
Holmes 
Gandy 


TELETYPE UNIT 


□ 




WOOUOHiaV3H--0‘33>l 




NOTE CONTINUED 


system should be continued. Disadvantages noted: (1) locate clerks 
have to be notified file has been found; (2) when file is found before 
it reaches its cabinet extra step of physically removing the stop 
necessary; (3) large space occupied by the files dictates that groups 
of files be handled as separate units and proposed system would require 
a central control desk which would mean adding personnel; and, (4) there 
woxild be tendency for locate clerks not to go all out in their searches of 
return tables and other temporary repositories for files as they would 
normally conclude file would reach its jacket within an hour or so 
anyway and be on its way to the requester within a reasonable length 
of time without any effort on their part. Training Division agrees and 
recommends suggestion not be adopted. 


EmpIoyoe^Suggestion 

FD-252 (Rev. 9-11-59) 

r 


^ \ 


From: (Suggester's name) 


Director, FBI 
SUGGESTION 


October 6 , I964 


Division of Assignment 


Domestic Intelligence b 7 c 


When a file requested is not in the Filing Unit but is known to 
be returnihg to it, a stop or flag be placed in the space usually 
occupied by that file. Upon its return, the file may be immediately 
charged out and routed to the requesting person. 




Current practice or rule (Include manual citation as well as facts) 

The supervisor or Ms clerk is notified by phone when a file he has 
requested is already charged out. The file can be placed on locate 
or a second request may be made after waiting a period of time. 

Advantages of suggestion and annual savings (include basis for estimate) 

The difficulty in judging when the file will reach the Piling Unit 
usually results in a number of telephone calls and trips to the 
file cabinet by Piling Unit personnel. In addition, the file may 
be returned to the Filing Unit and be charged out prior to a 
follow-up request by the original supervisor. If the file is put 
on locate the work is unnecessarily increased, ^ 

If this suggestion is adopted it will result in no known monetary 
savings , 


Disadvantages of suggestion 


Wone known. 


^3/f- 


;;; 108 


OCi 


(The use by the United States of my suggestion shall not form the basis of- a further claim of any nature by T ^ e'TTOy*17§l'rST"oT*^'^ ' ~ 
assigns upon the United States. I understand that I will be considered for an ^ ■ ■ » » ^ 1 1 . 1 t t f . 1 1 1 i 

within two years after submission.) 

□ Mr, □ mfs. [xl Miss 1 I 

' .iigiiuiuit! uuu ixuu ui juygusim ' 

Recommendations and comments of Division Head /O 

Do not recommend. , [/ 


(Do not write in this space - for Bureau use only) 



Signature and Title 




k * i 





ADDENDUM 10-9-64 RAM:jnw 

Domestic Intelligence Streamlining Committee 


This involves a suggestion that a stop or flag be 
placed in the space normally occupied by a file when it is known 
that the file is returning to the File Room so that immediately 
upon its return the file would be charged out and routed to 
the person requesting it. At present the requester either asks the 
Filing Unit to place the file on locate or waits a period of time 
and resubmits the request, 

The suggested system has been used in the past and 
was abolished because it was found the present system affords 
faster service to locates. The Inspection Division has compared 
the two methods on several occasions and has concluded each time 
that the present system should continue. Some disadvantages 
inherent in the suggested system are: (1) locate clerks have to 

be notified that file has been found; (2) when file is found before 
it reaches its cabinet the extra step of physically removing the 
stop necessary; (3) the large space occupied by the files dictates 
that groups of files be handled as separate units and suggested 
system would require a central control desk which would mean 
adding personnel; and (4) there would be tendency for locate 
clerks not to go all out in their searches of return tables and 
other temporary repositories for files as they would normally 
conclude that the file would reach its jacket within an hour or so 
anyway and be on its way to the requester within a reasonable 
amount of time without any effort on their part, 

ACTION : 

Recommend this suggestion not be adopted. 
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UNITED STATES GOVERNMENT 

Memorandum 


TO 


FROM 



Mr, Tavel 
L. E. Sholf J 


DATE: 10-23-64 


SUBJECT: ''^^sroMGE_PlRSpNNEL_FJLE_SURYEy 
^ BY DIEBOLD INCOKPOMTED 


-u- 


Tolson . 



Reference is made to Waikart to Tavel m emo randum dated 7-2 0-64 
which concerned the request of 


and 


to make 

a survey of the extent o f file ho ldings in personnel files in order to make 
practical recommendations concerning the mechanization of personnel files. 

of _Diebo.ld Jnsorp orated conducted various 


surveys dur ing~l£ugust^'ahd September , 1964, concerning the volume, usage, 
and activity of the personnel files. He has been in contact periodically 
with Records Branch and each time advised he needs a little more time. 


On 10-21-64 
his surveys had shown 


advised SA 
that their equipment could no 


that 

be utilized effic ient ly 

[with any savings in space or time in personnel records. He stated that the 


I files are far too active and the type of folder used prohibits the use of 
Hheir equipment. 


^RECOMMENDATION; 
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The results of the recharge of files conducted on 10-30-64 have been 
tabulated and reflected that twenty-one files and ten enclosures are unaccounted for at the 
present time. 

As a result of the last previous recharge on 8-29-64, nineteen files and four 
enclosures were unaccounted for. However, nine files were found leaving a total of ten 
files and four enclosures on locate. From the file inventory on 10-30-64 eleven files and 
six enclosures were added to the list of items unaccounted for. These locates receive 
constant attention and every effort is being exerted to find or otherwise account for each 
of the thirty-one items. 


RE COMMENDATION: 

For information. 


LWB:ler 

( 4 ) 




^Tanoary 19, 1965 
PBESONAL 




LQ ' ^ ^ 



Fedleral Bureau o£ Xiuresii|^tim 
l^ewyorl^ STewITorfe 


Bear 


3? 

rn 

o 

-» 

o 

m 

CDS 


L. t ac 

towc suggestieu has beea received regarding the ^ ^ 
manner in which the persoimel iiles of Indlvi^isls no longer in g 
our es^loy are maintained. Alter carelul consideration. It has 
been decided that the present alpl^etlcal arrangement of these 
files is the most practical me to use. 


•3Z 


‘JOi 


rsi 

ro 

■ n 


Althoi^ your Idea was not adopted in this instance^ 
I appr^iate the interest which prompted you to submit it. 

! Sincerely yours, 

I i 
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2 - New York 


1 - Field personnel file 
1 - Siiggestion file 


(N 1 - Personnel file of SA 
\tJ:'JER:imn 

Ij (6) (Suggestion #586-65 dated 1/15/65) 
^ NOTE: 



Suggests ’’Out of Service” personnel files be filed by year 
employee ceased duty and alphabetically within each year. 
Feels this wiU enable Seat of Government to place all such files 10 years 
’old or more, in, an ’’inactive status” and make more space available for 
iiiore recent oiies which are referred to more frequently. 

SAC, New York, opposed adoption because suggested 
system would require too much time and effort to set up and the several 


Gandy 
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□ 



SEE PAGE TWO 









NOTE CONTINUED 


alphabetical groups would be no improvement over a single over- all 
alphabetical system. 

Files and Communications and Training Divisions both 
oppose adoption. Present system of having all personnel files in 
alphabetical order is more practical and enables easier location of individual 
file than the several groupings proposed. Suggested system would save no 
space but would just result in moving some files from one place to another. 
Personnel file searches are conducted on basis of name and year has no 
in iti al significance except as means of distinguishing between two similar 
names. Length of time since cease employment date is not good critenidn 
of number of times reference is had to file since many former employees 
are quite active in their subsequent careers. 



En^Iayee Suggestion 

E'D-252- (Rev. 9-11-59) 


I 










i 


To: 


Director, FBI 


Fro m; (Suaaester*s noine) 

SA^ 


Da te 


1/15^65 


Division of Assignment 

New York Sec. 14 


> 


SUGGESTION 

That all pat of service personnel files at SOG- be filed according to 
the year in wbr^h the employee resigned. 

Subsequently, under each year files should be filed alphabetically 
according to the individual's last name. 

Different colored name tabs should be placed on the files using a dif 
ferent color for each year. Each tab should also indicate the year of the 
employees resignation. 

Each corresponding index card should indicate the year in which the 
employee resigned 





■35~- ^WI 18l9S ir 


Current practice or rule (Include manual citation as well as £acts)All OUt Of Se^^VlCe f llOS at SOdr arS 

Filed alphabetically according to persons last name. The name tabs and the| 
File lackets of the out of service and in service files are identical ex- 
cept the former have ”6ut of Service” stamned on their filt^ Jankata, 


Advantages of suggestion and annual savings (include basis for estimate) WOlXXd. 6H&bX0 cJUG* tO pX&CS StXXj 

lout of service personnel files 10 years or older in an inactive status 


Isince most emplo^nnent 
d over 10 years ago. 
|of service files that 
The efficiency of 


inquiries would not concern employees \dno had resign. 
Thus, more file space would be available for the out 
are used the most frequently# 

handling the files would be increased since the areal 
to be searched for a name would consist of files for only one year. This 
would expedite SOG-'S answers to employment inquiries. 

Different colored name tabs would readily distinguish out of service 
Iflles from in service files thus eliminating the possibility of misfiles* 
It would facilitate purging of files on the basis of age since it woulJi 
hot be necessary to check all files bv.t only those under the pertinent yea 


/ 


Disadvantages of suggestion 


Time required to change the present system. 





"iA 

S JAi>! 365 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I will be considered for any justified award or^y r§^stfo^gtionds 
within two years after submission.) • ■ 


Mr, 


l—JMrs. f I : 


Miss 




Recommendations and comments of Division Head 


I would think number of times any one file would be pulled would be 
small and creating several alphabetical groups would not be an 
improvement over one alphabetical groupT^ ^ss^i b^ tabs ^o 
help, but too much time and effort 


involved 


iTLxng up^' 




sysLeiii. NoL 

recommended. J\ 
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S^cMT, 1965 
PESSOKAL 


Federal Bureau of tovestigatioa 
Washington, 1>. C. 

Dear 


-m 

m 

cps 

,5. 

o 

■?3 

0 

o 


Thank you very much for the suggestion coaceralng 
a method for handling file requests, ton may be interested to know 
that similar proposals have been considered previously and not 
adopted. Surveys which have been conducted regarding the use of 
such a procedure indicate the additional amount of locate work invoked 
is not warrante4 


The thoughtfulness which prompted you to giv^ 
benefit of yo\ir thoughts on this matter is indeed appreciated. 


Sincerely yours, 


11. '-*• 


1 Z^IMr. **DeLoach ^ 

1 Personnel file of 1 

1/ 

(5) (Su^ggestion #751-65 dated 3/8/65) 

NOTE: Based on memorandum D. C. Morr ell to Mr. DeLoach, 

KLS:deh, 3-11-65, re: Suggestion, 

Crime Records Division, Procedure to Reduce Phone Calls From Filing 

- and Locate Units to Reviewing Agents or Clerks, 

I The proposed procedure has been previously explored by 

I the Files and Communications Dmsion (Bufile 66-818-5067). Surveys 

- conducted at that time disclosed that 246 file requests (43%) were canceled 


DeLoach. 
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NOTE CONTINUED 


and 331 files were placed on locate (57%) as a result of 577 return calls. 
This proved that files are requested that are not necessary to be located 
if not in cabinet either because time element is too urgent or need for 
file is not great enough that it cannot be eliminated or postponed without 
expense of locating file. Proposed procedure, if adopted, would increase 
file locate work by 43%, Telephone calls under present system take 
relatively little time and serve purpose of immediately Informing requester 
file is charged out and not available unless located. Other employee time 
would be required for steps indicated in suggestion. Training Division 
recommends current idea not be adopted. 
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je Sug^stion 

FD.-852HHev. 9-11-59) 


# 






Director, FBI 


SUGGESTION 


From: (Suggester's name) 


March 8. 1965 

Division of Assignment 

Grime Records Division 


When a file reviewer (Agent or Clerical) requests files and it is 
determined by the filing unit that the file has already been charged out to someone 
else, the filing unit clerk prepare the locate form in duplicate, or as many copies 
as are necessary, so that one copy can automatically be sent to the reviewer along 
with his files. Also, at the same time, assume the reviewer wants the file located 
and place it on locate immediately. Further, that the locate clerk assume for at 
least 24 hours the reviewer still needs the file and he should continue to make every 
effort to locate //i\. 




7/li 


Current practice or rule {Include manual citation as well as facts) M^heU the file a reViSWOr haS reqUeSted 

is charged out, a locate form is prepared and subsequently the reviewer is contacted 
to determine if he still needs the file and wants it on locate. Oftentiniefs the locate 

Advantages of suggestion and annual savings (include basis for estimate) Clerk Will fOiiOW thlS Call Up With 

another to the reviewer within a few 
hours, asking again whether the 
reviewer still needs the file. 

By sending the carbon copy of the locate form to the reviewer with 
the files that were pulled or at the same time, the reviewer would immediately know 
how many files are outstanding and what they are instead of receiving a call and then 
searching through a search slip to note the ones on locate. Also, if the file were 
automatically placed on locate it would eliminate numerous phone calls from the filing 
or locate units asking if the file is needed. All the files requested (continued pg. 2) 

Disadvantages of suggestion 

None. // 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be consider ed for anv lustifled award only if mv sugge stion is adopted 
within two years after submission.) ^ , v 

□ mf. □mfs. E]m1s 

I uujummu mm xiiiu ui uuj gester 

Recommendations and comments of Division Head . » ^ I ^ ~/J ^ 


Recommendations and comments of Division Head 




IMn 


Signature and Title 


(Do not write in this. space - for Bureau use only) 
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Advantages continued: 


are needed in almost every instance as the reviewer has no way of knowing what 
a reference contains without seeing it. In the Crime Research Section particularly , 
as many as 50 to 100 summaries, involving 1 to hundreds of references on each 
summary, may be under preparation at one time in one project. Oftentimes these 
summaries are being handled on an expedite basis for the Director or the White 
House, and the numerous initial phone calls received, in addition to t^je follow-up 
calls from the locate clerks a few hours, later result in considerable delay. Under 
the present system, should the reviewer be away from his desk for a short time, 
delay results in locating a charged out file because the file is not placed on locate 
until the reviewer can be contacted. 

While actual monetary savings are not possible to estimate, it 
is felt this procedure would considerably speed up the handling of summaries without 
any extra time involved in the . Eiles. and Communications Division. 
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TO 


vli FROM 


C") SUBJECT: 




Mr. DeLoach 


D. C. Morrell^Ci^ 


SUGGESTION 


DATE: 


3-11-65 
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CRIME RECORDS DIVISION 

PROCEDURE TO REDUCElfetpNEX^L§JF.ROM ^ . 

EIlJajaAND-.LaC^TE4JJSI3:§.TQ^ ^ I 

AGEN,TS OR CLERKS h | f . 

has proposed that the filing unit clerk prepare the file 


locate form in duplicate, or as many copies as are necessary, so that one copy can 


automatically be sent to the reviewer along with the files. Also, at the same time, 
assume that the reviewer wants the files located and place them on locate immedi- 
^ ately and, in addition, the locate clerk assume for at least 24 hours that the reviewer 
still needs the files. 

Under the present system, when the file a reviewer has requested is 
charged out, a locate form is prepared and subsequently the reviewer is contacted, 
many times within a few hours, to determine if the reviewer still needs the file and 
wants it on locate. / 

I 


suggests that imder the above proposal, the reviewer 
would immediately know how many files were outstanding, and which ones are, and 
would eliminate the necessity of searching through a search slip upon receiving a call 
to riots the ones on locate. She also suggests that by automatically jpiac ing' a file on 
Igqah^and assuming that it is still needed would reduce the number of phone calls from 
the tiling or locate units. 

Enclosure 



1 - Mr. Delleach-^^^losure 
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1 - Mr. M. A. Jones - Enclosure 


1 ^ 


(Room 5302) - Enclosure 


-V 









// 





CONTINUED - OVER 






fdeh 


9 MAR 2 ^1965 



{!L-€ 


-fi 


O'. •. 

e 




f 








bo 

b7C 



1 


•*i 

V 

) 



Memorandum to Mr. DeLoach 

Re; I I 





OBSERVATION: 


The Cri me Records Divis ion Streamlining Committee has 

carefully considered suggestion and althov^h she 

primarily is concerned with reviewing files in connection with White 
House summaries, the Committee is of the opinion that this suggestion 
has Bureau-mde merit. The Committee believes the suggestion is 
worthy of adoption. 


RECOMMENDATIONS: 

1. That this matter be referred to the Training Division for 
its consideration. 

2. That an appropriate letter be directed to 

concerning her suggestion. Letter attached. 
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April 19, imb 


f' 


]d d 
b7i 


Federal Bureau ol la^-estlgatlou 
Buffalo, New York 


Bear 


I have received your suggeatlpa ffat file eads be 
prepared in a certain fashion at the Seat oi Government use ^ 

field offices* You may be interested to know that all aspjc^ of a 
this procedure were thorou^y investig^ed at the thae the Jres^ 
system was initiated. It was decided at ttiat time that pro^dpres 
in effect were the most efficient and economical for our pu^sesb 


thfijate 

MAU-F 




APR 19 1965 

nOMM-FBt 


5. 

Althou^ ycHur idea was not adfjpted in this Ipsti^ce.:^ 
prompted you to sulmiit it Is Indeed appreci^d. 

Sincerely yours, 

Ja Edgar Bco:!^ 


2 - Buffalo 


b, I (' 


1 - Field personnel lile 

1 - Su ggestion file 

j. - Personnel file of 
^\1mL:w1s liuJL4 

(6) (Suggestion #835-65 dated 4/13/65) 
NOTE: Suggests file ends used in closed 
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.sarmy MAIDFOOM L 


consolidated files where open 
shelf filing is utilized be made at the S(X1 of heavier material, 
reinforced on the inside with linen-type material; prepunched holes on both 
ends; prefolded and ruled lines printed on file ends for file and classification 
numbers both at top and bottom. Color of ends to be the same color as FD-245 
File Front. File end of consolidated file be marked with a red sticker to denotel 
consolidated volume not in chronological sequence in event; file pending or 
maintained as separate volume due to size. Any exception as to chronological 
sequence be noted on file front. , i 

I' jA; ,N^ 

n '''!-,/ SEE PAGE TWO 
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NOTE CONTINUED 


Two separate suggestions regarding use of file ends for closed, 
consolidated volumes were considered in 1963, and a six-month trial period was 
made in the Houston Office using the method finally adopted. Inspection Staff 
made a survey regarding use of Remtag End Folds, a commercial product for 
this purpose, and the consensus of the Inspectors was that use of file ends would 
be beneficial in our work; however, the e 2 q)ense involved in converting to the 
Remtag System would be exorbitant and similar advantages could be obtained 
through having field offices make file ends from file backs by cutting a strip of 
desired size and folding to create a file end. Ends made in this fashion would be i. o: 
more durable than the commercial ones and more easily adaptable to the 
varying thicknesses of the closed consolidated files since Remtag End Folds 
have only two positions to cover all thicknesses of files (Bufile 66-2319-141). 

File ends made at SOG as proposed is not feasible since we are not equipped 
to make such items and they can best be made when file is at hand to know 
exact thickness, etc. Training Division recommends idea not be adopted. 
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Employee Suggestion 
« FD-252 (Rev. 9-U-59) 
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To: 

From* fSuoaester's name) 

Director, FBI 




1 

Da te 


4/13/65 


Division of Assignment 

BUFFALO 


-bo 

b7C 




X 


ends ju tilled lj>V^osed consolidated, files (Open Shelf 

Filing) be made up at the Bur^u" of heavier material^ reinforced on 
*th"e“ inside with linen type material; prepunched holes on both ends; 
prefolded and ruled lines printed on file ends for file and classi- 
fication numbers both at top and bottom. Color on file ends should 
be of same color nov7 used on FD-245. The file end of consolidated 
file be marked \yith a red sticker to denote consolidated Volume not 
in chronological sequence in event; file pending or maintained as 
separate volume due to size. Any exception as to chronological ^ 
sequence be noted on file front, l.e., "100-9716 separate file." <» 

O 

Piles 



Current practice or rule (Include manual citation as well as facts) 

File ends are cut from file backs by each office using them. 

letter: ’63-33) . 


(SAC 


Advantages of suggestion and annual savings (Include basis for estimate) 

1 . The strengthened file ends would prevent Acco fasteners from 
cutting through file ends, and file fronts as is now the case through 
handling and usage. This would result in a savings of clerk time in 
repaiTTing and replacing file ends, file fronts and serials, 

2. Would insure uniformity of size and better appearance by bei 
prefolded. 

3 . Would provide for better appearance in consolidated files by 
file ends for file and classification numbers. 

4. Would result in a savings of clerical employees time in that file 
ends would not have to be measured for size, holes punched, and folded 

5 . Red sticker xyould be flag for clerical employee that consolidated 
vnJ-ume not 



in — c- h - ronological se - quence — and t^ chec k — file — f - ron - t — for - e - xcepp - 

tion A. / /^ *7 1 ^ / / Xii 


Disad^gj^cges of suggestion 


mmmmmmm. 

Initial cost of having file e^^ made up at Bureau. 



(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or^ 
assigns upon the United States, I understand that I will be considered frir nnv n-mrTTiS rmlu if mi? nnnfinnt t» n is adp 

within two years after submission.) 

□ Mr. LXImcs. I I Miss I 


GXjMKK- Signature and Title of Sugg^ 


Recommendations and comments of Division Head 


L n T 


Suggestion has considerable merit and r recommgidd^'its adc 

Signature and/f^itle ^ 
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April 21, 1965 


■BEvmomh 


REG-10 
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Federal Sareau of Inveatlgation 
Ijas Vegas, Nevada 


Dear 


I have received year eag^stioa that file covers be 
obtained with a permanently attached cover clip. After careM 
eoasideratioai it has been decided this proposal should not he 
adopted. This item would have to be obtained by ^eial order 
tijereby making it much more espeoslve than at present and, itk 
addition, it Is felt the clip would not always be effective to 
the various thicknesses of material which must be attached to 
a file. 


Although your Ite was not adopted in this iastmice, 
the interest you displayed In sidsmitting it is indeed appreciated, 

f»V.)fiCD 5 ^ 
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2 - I*as Vegas 1 - Field personnel file 

1 - guggeation file 

I - Personnel file of 
<jiSmL:w1s 

(6) (Suggestion #846-65 dated 4/16/65) ^ 

NOTE: Suggests the file cover be obtained with a permaneftly gjiached 

metal clip built into it. 


>?• 




Foison , 


Belmont . 
viohr 


4 

c 


DeLoach , 
ii^asper . 


£? jAdministrative Division advised such an item is not now 
available* and One would have to be prepared in this fashion just for FBI. 

'Z’ ^ - - . ... .t . i. -_ 1L.L _ T__ Cl AY 


-ailahan . 
'onrad 


Sullivan . 
ravel 


’rotter , 


This isCnot, feasible due to the additional cost involved? In^^ddition, .SAC 
Elson, Las VegaS,n-did not feel idea should be adopted.’ He -believed that 
with the different thicknesses of various serials which must be attached to 
a file , the metal clip would not be effective. Ti^in^g Division agrees and 
mends suggestion not be adopted, 


'ele. Room . 




;letype unit 
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EmpIcy/ee^Suggest|on 
FK)-2S2 (Rev. 9-11-59) 


Director, FBI 


SUGGESTION 



Da te 


4/16/65 

hfi 

Division of Assignment 

Las Vegas 

b7C 


That the^ile cover have a built in. cover clip. A spring steel-type 
clip wi^h a rounded head be permanently attached to the file cover. 
(See attached file cov'er. Should be a similar type clip only 
smaller) . 


1, U. 


Current practice or rule (Include manual citation as well as facts) 

Manual clipping of mail to file cover with conventional type paper 
clips. 


Advantages of suggestion and annual savings (include basis for estimate) 

Savings in clerical time. Would eliminate scattering of paper clips 
from serializing and other clerical functions. Less chance of mail 
becoming separated from file due to slippage of conventional paper 


Disadvantages of suggestion 


See comments of Division Head 


(The use by the United States of my suggestion shall not form the basis of a further claim of anv 
assigns upon the United States. I understand that 1 will be considered f 
within two years after submission.) 

E Mr, I iMrs, CDwiss I 

Signature Cldrk 


Recommendations and comments of Division Head I dd> not feel that thxs suggestxon should be 

adopted. It is believed that ^ith the different thicknesses of various 
serials which must be attached to a file that the metal clip would not 
be effective. It may work on serials' of^l, 2 or 3 pages but is not 
adaptable to thicker serials. V/ith €^ 7 ^ - , v — — 












Recommendations and comments of Bivision Head (cont) 

a metal clip as a part of the file I feel that the filing in the 
closed filing section would be difficult. 
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Ti^KtT^Sii^j^l5?isllgatioai 
aoetiis, i^rizoaa 


Besm 
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CDS 


I ^eceivad yoar sasgostloa be 

px^aled im bolb sides »o tbst they may be esed me^e than one time. 
tm. may iaterested to know tiWs piroposal has beim eyalwated 

anmerons times in the past and not adopted since it wonid tecmse 
fite cost ol these items and^ iaaddltton^ it would be diffiealt to 
yemotre the vstjelom administrative sotatioim which ave feeigpiently 
placed on fee inside of the cover. 

i^lfeon^ your idea did not j^ceive fevomble 
0oiiside3^ti<m in this insl^mcey X want to feanh yon for 
interest in snbmlttti^ it. . ‘ 
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J, Edgar 
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1 - Field personnel file 
1 - S aggestion file 

1 - Personnel file of | 

ML:wls \a}JUJ 

(6) (Suggestion #938-65 dated 5/7/65 

NOTE: Suggests file covers be printed on both sides so they may be 

used again. 

Same idea considered numerous tiines in past and not adopted. 
File covers are frequently used on same file until they have to be replaced 
because they are unserviceable. In these instances, reverse side printed as 
proposed would be wasted. Further, additional printing would increase cost 
of the covers. In addition, the inside of cover frequently used for longhand 
notations such as auxiliary office file numbers entered by Agents for conveifeioe 

/j \)y — 




T^ETYPE UNIT n 



SEE PAGE TWO 




NOTE CONTINUED 


Executives C®nference as early as 9/24/53 considered idea and 
disapproved because it was felt file covers as now printed were 
producing maximum serviceability^ For these reasons, Trainin 
Division recommends current idea not be adopted. 



From: (Suacester's name 


Director, FBI 



May 7» 1965 

Division of Assignment 

Phoenix, Arizona 


SUGGESTION Savings on the cost of4 £ile cover s « P .riPting on hoth sides o 
file covers so that the file cove^^ may fee us^d again. 


Current practice or rule (include manual citation as well as facts) f±tes aVB COnSOli^te^^'^'the 

old file covers are taken off and torn up and replaced withi3Bievr*covers 


Advantages of suggestion and annual savings (Include basis for estimate) COSt Of file COVerS Blight 

be cut by one third to one half depending upon the office, and the 
number of files opened or consolidated. I see no reason why the file ^ 
covers could not be refused for new files if the file numbers on the 
reverse side were rendered unreadable and if the covers were in ^ 

reasonably good shape. o 


97 L ( 


Disadvantages of suggestion 




HAY^BSi 


(The use by the United States of my suggestion shall not form the basi s of a further claim of any nature by me. mv heirs, or 
assigns upon the United States. I understand that I will be considered iopted 

within two years after submission.) 

C3^-, r Imfs. CZUmIss 


Recommendations and comments of Division Head g ^ 

I can see no disadvantages to this suggg& 5 gt^ 

From monetary standpoint my only recoramena^tion \ l } 

matter receive considerati^fl I'l* *rt/ ^ W 

SOG inasmuch as PX has no cost figures -on " ' ^ ''Signature and Tftie J/ 
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dTuaelt, 1965 

mmomh 


Federal Bureau inv^t^ation 
WashSngtoa, B. C. 

Dear ] 

I bme r^^ed your ea^estloa thal the reverse 
sMe crftoefile ecmv^Jmim FD»245>. he prMed in the identical 
fa^ott a matter of inters to ^a, the same 

propo^ has been evaluated in the past and not a^ted since it 
vmM increase the cost these items and, in edition, the 
Inside of the cover is freqaeatly used to enter varicMs administrattve 
of help to the Agent handl^ the particidar case. 


the Intel 


Althou^ your idea iwas not adc^ted In this instance, 
LUMch nromu ted you to submit It is indeed ap^ec^fced. 


JUM 17 1935 

COMM.FBP 


Sincerely yours, 

Edgar Hoow*' 


O 

m 

DD| 

Mo 


1 - Philadelphia - Suggestion file 2 lx / 

1 Mr. Casper g M 

- Personnel file of SA 3^ i 

'^ML: wls kiic) j / 

(6) (Suggestion #9 9 5" 65 dated 6/11/65) ^ 

NOTE: Suggests file fronts be printed on both si(^s with the same 

information so that they may be reused by merely crossing 
out the old file number and turning the front over and marking^ngi^data on the 
reverse side. 

Same idea considered numerous times in past an^n^^^dc^'^ed. 
File covers are frequently used on same file until they K^t^e^fo b'e replaced 
because they are unserviceable. In these instances, reverse s^de prmted- 
as proposed would be wasted. In addition, the inside of coVe:^‘jijSs frequently 
used for longhand notations such as auxiliary office file numbers entered by 
Ageats for convenience. Executives Conference considered idea as early 




TELETYPE UNIT I 
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Employee Su^^estion*'' 
^-252 (Plev. 9-11*^59) 


# 




9/8/65 


Director, FBI 


SUGGESTION 


From: (Suggester's n ame 

Stenographer 



It is suggested that the attached form he printed and 
placed into use hy the CCOs throughout the Bureau. This form 
is approximately 2" X 5" and could he printed on any color 
paper (except yellow which is the color of FD-217 and approximately 
the same size) without its being confused with other Bureau forms. 
Upon removal of a file from the desk or workhox of an Agent or 
stenographer, the form would he left with the Individual who had 
the file as an indication of its whereabouts. 


cU)d yrm OuJ 



Current practice or rule (Inolijide manual citation as well facts) pHeS OnWhlch StOnOgraphOr 

(or Agents) have work (or dictation) are taken from the CCO and char^ 
to that person. When mail comes in on this file or it is needed f 


Advantages of suggestion and annual savings (include basis for estimate) ' 

An Agent or stenographer could tell at a glance ^ust where l^e' 
file is; consequently, no extra time would be used in determining t^e^ 
location of the file, submitting another request slip, or, if the '^r 
is expedite, requesting the CCO to make a search of the office forcn^ 
that file. This form would be small enough for the clerk locating fi 
to place it in his pocket and have it readily availabIe_for use. 

No actual annual savings would be realized; hoiSii^rj the ^ 
savings would be considerable in clerical time of personnel. 


Disadvantages of suggestion 


None known. 




X2. SEP 


(The use by the United States of my suggestion shall not form the basis of a further claim of any natiyr^'by me, my heirs, or 


assigns upon the United States, I understand that I will be considerec 
within two years after submission.) 

□ Mr, m Mrs, 1 SR I 


Recommendations and comments of Division Head 

I feel this suggestion has merit. 


(Do not write in this space - for Bureau use only) 


•iggestion is adopted 

-- (y<5'5' 

_^*Suggester O 


C . 




Signature and Title 



















September 13, 1965 
PSi^0NA3u 



Federal Bureau of InyeBtigatioa 
CiiarlQtte, North CaroUna 


Dear 



CD 


*Tfaahk you for your suggestion that a form ^ 

you devised be adopted for use throu^out the field. After cs§^efi^ 
consideration, it has been decided the expense involved in p^ti^, 
stocking^ and distributing a form for. the purpose you described 
is ncH; warranted. 

Although your Idea was not adopted in this instance, 
I appreciate the interest you displayed in submitting it to me. 

Sincerely yours, ccf ' 


'Ja B dgar Hoover 

2 ~ Charlotte 1 - Field personnel file 

1 - Suggestion Me 


Ij - Personnel file of I | 

'(^^L:wlswJ^ // 

( 6 ) (Suggestion # 1^-66 dated 9 / 8 / 65 ) ^ 

NOTE: Suggests aj^orm (sample attached) be printed for us e in the field 

wh en a file is removed fronx a desk, or^ajwprkbox of an Agent .pi* 
s teno grapher jto advise them of this action and to whom the file has been routed 




(Suggestion #1^-66 dated 9/8/65) ^ 

Suggests a^rm (sample attached) be printed for us e in the field 


Training Division feels a new form for this purpose is not 
warranted. If a file is charged out to one individual and it is obtained for 
another individual, a new charge-out sl^ must be prepared and placed in the 
file folder so the Chief Clerk's Office always has information available 
regarding the location of files. All that is needed for advising the individual 






TELETYPE UNIT I 


SEE PAGE TWO 



NOTE CONTINUED 


from whom the file is taken as to its whereabouts is a note giving 
file number and person to whom it has been forwarded, A form of 
the size proposed could ealy become lost in a workbox. Cost involved 
in preparation, printing, stocking, and distributing such an item is 
not warranted at this time. 




• • 

NOTE CONTINUED 


as 9/24/53, and disapproved because it felt file covers were 
producing maximum serviceability as now printed. Training 
Division recommends current idea not be adopted. 

Letter being directed to suggester at the Seat of 
Government since he is in New Agents' class which commenced on 6/14/65. 


- 2 - 


Suggestion 
«?ev. 9-^H-59) 


Director, FBI 
SUGGESTION 


• 

• 


Da te 

6. /li /65 


Division of Assignment 

b6 

Philadelphia 

b7C 


While doing consolidation of closed files, I have noticed 
that the fronts and hacks of files which are consolidated are reused 
as file backs - only. It is my suggestion that the fronts be printed 
on both sides with the necessary heading, classification and volume 
number spaces, etc. In this way perfectly good fronts could be reused 
merely by crossing out the old file number, etc., tijrning the front 
over, and marking the new file information on the reverse side. 


O 

ra-? 


Current practice or rule (Include manual citation as well as facts) 

II-3-7a - reuse of file folders as file backs. ^ 

r*; 

Advantages of suggestion and annual savings (include basis for estimate) Cv 

•• 

In this way we would not have an overabundant of file backs 
in supply, any possible waste of good material would be-'negate.d> and 
a time factor of supply ordering and requisitioning would-^e -e'dntrolled. 

The additional cost of printing both sides seeiS negligible, 
considering the possible savings involved in time and money. 

A basis for an estimate for annual savings is not available. 

Disadvantages of suggestion ^ 

None the suggester can bring to mind. 


"or 

d opted 

'LA 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or I 

assigns upon the United States. I understand that I vi^ill be considered rrmr inrtifinri m i rrrrH nnlu If mif ninrmrtfnn .is adopted W 
within two years after submission.) J \ 

Bur. ^Mrs. □ Miss r — ^ ] 

* uigiiuiuie uiiu ixiiu ui uuyyi-ijn-T 

Recommendations and comments of Division Head ^hlS SUggeStiOH WOUld TeSUlt lU a 

saving on file fronts. However, cgifi^ideration should be given to the pos- 
sibility that file fronts could be"'plao^w34;h idae us^^side^up, thus 

causing some confusion and mig^r^filing , 

(See attached sheet) 1“ ^ ;31^ial ^reor^ Title in Ch^ge | 

(Do not write in this space - for Bureau use only) ^ P *. 


6 Ji. 





unless cane is taken to mark out the used side prior to 
opening new files. 





work more expedite than the work the stenographer is typing 
(or the Agent is dictating )j then the file is taken by the 
COO. No record is made that this file has been taken or for 
whom. — 


2 





C' 


Ji 


f 


Tolson 

DeLoach . 

Mohr 

Casper 

Callahan . 

Conrad 

Felt 

Gale 

Rosen . 
Sullivan . 

Tavol 

Trotter 
iVick 




^ (/ 23 / f- I'f 14, 1966 

/ PEESOHAL 


Federal Bureau of Jmem 
ISfewYork* HewTork 


ition 


Dead 



b6 

b7C 


-m ^ 


i.. 

oi 

o 

-~a 


•4 

-> 



Tiaak you very mucii for tke su^estioa that a 
particular type of fiU^ system be approved for use at the 
Seat of Oovemmeut and iu the field to maintain certain files. 

ITou may be Interested to know shelf filing is used in some 
instances la our worl^ however* it has be^ determined this 
is not the most satisfactory method available for our purposes* 

I appreciate the interest which led you to give 
me the benefit of your thou^s on this matter. 

Sincerely yours, 

J? Edgar Houv'er 

2 ~ New York 1 - Field personnel file 

1 - Sugge stion file 

j. - Personnel file of SA 

(6p (Suggestion 4^-66 dated 1/14/66) 

NOTE: Suggests th ^ons e rv-A-Fi le V fUing system as described in 

attached brochures_^_used^at SOG_and in field for maintaining 
all closed files' and at SOG for maintaining personnel files. 

"7 Q lo rV< 



WAItED Z 

JAN 14 1966 


COMM'FBI 


Tele. Room . 


2f "]f&1 


— I 


a 

u 


TELETYPE UNIT 



n* 

'£D-0mECi0‘f 


SEE PAGE TWO 




Files and Communications Division opposed 
adoption of this idea. It pointed out the equipment, manufactured 
by the Supreme Steel Equipment Corporation, is on Government 
Schedule and is well known to the Files and Communications 
Division and the Bureau. The use of shelf-type filing for certain 
personnel records has been thoroughly ejq)lored in the past and, 
because of the odd shape of space utilized by Personnel Records, 
additional filing space would not be gained by converting to shelf 
equipment. In some areas, the Bureau does use shell filing 
and, in Records Branch, it has been its experience that shelf 
equipment does not provide the most satisfactory type of filing 
arrangement. Training Division recommends idea not be adopted. 



I 


Employee Simgestiop 
FD-252 ,CR-*_v.*9-1*1-59?' 




# 


To: 

1 From: (Suggester's name) 

Director, FBI 




lVlU/6g 

Division of Assignment 

New York 


That the Conserv -AHFile'X filing system as described in the attached brochur^ 
be adopted at SOG and in the field for maintaining all closed files. It is also 
suggested that this system be used for maintaining applicant files at SGG* 

to 

cy> 

CT) 

O 


Current practice or rule (Include manual citation as well as facts) j. n . in -n n 

Closed files at SOG and in the field are 

filed in conventional filing cabinets. Applicant files at SOG are filed in open shelvii 

Advantages of suggestion and annual savings (include basis for estimate) 

1) In any given area., Conserv-A-File X holds 1§ to 3 times as many records as shelf 
files or conventional drawer files, 

f| Since this system provides two rows of files in one it reducew the number of aiSles 
required by conventional files. j .. 

3)As a consequence of a ratio of steel to content of approximately .75:1# as against 
a ratio of approximately 2,0:1 per lineal inch of content of conventional files'/ it i = 
possible to increase the capacity within a given area without adding to the floor laad, 
ii) Without moving, a clerk, working between two units h§is the equivalent of UO ^rawers 
at her fingertips,. Since the file area is more compact, 85^ of the walking ^ndniiuoh o [ 
the other filing motitns are eliminated thus increasing speed and efficiency, (See pg, - 

Disadvantages of suggestion 

It is recognized that to effect a changeover from the present syste: 
would require a large amount of time and money. Consequently, it is suggested that a 
cut off date be established and that all files after that date begin gradually to be 
incorporated into the Conserv-A'^File X system, 

Although the initial cost of this filing system might be a. little expensive it would 


(The use by the United States of ray suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered for a^ jusyfied award only if mv gncrcrftgHon is adrvT ^ted 
within two years after submission.) SD6G Agent} 

in Mr, L— Imfs. I I Miss — I I 

Signature ana iitie] 






Sutgestlim ^ ' ^ntiiiued) pg.2 .. 

' ' 0 / . -iBt 1 

Advantages 

i>) jOver 5®^ of all the records in the unit are accessible aflPihe time. Using a 
conv^ional drafter file, one cannot file above eye level* ‘Ihis system allows filing 
furthest p»int the eye can see and the hand can^res^ch*. 
o) Conserv-A‘-File 7 caim*t be tipped over even if all the outer cradles are full 
and the inner ones are empty* Uo anchoring is ever necessary. 


Disad\^antcig*:a 

ht' Eore than •ffset by the savings of the cost »f floor space. 


Admin.-! ^ 


ative 


eL ^ -1 

tit noted that this system has been adopted by many leadir^ Financial 

Firms, Manufacturing Plrms.,Medical Institutions and Government 
lec as described in the attached brochures# 

with the increasing responsibility placed on the FBI it is inevitable that more 
S space will be required in the future# Since the cost of office space is at a 
.^esiium and v/ill in the futu»e probably be more expensive this system of maintaining 
files will in the long run account for substantial monetary savings# 


tr tr 



Febraaxy 21, 1966 
PBBSONAL 






REG- 82 

iC)B 


^if f 


j^easrai .Bureau of iiivestigation 
Seattle, WasMagtOii 


Dead 


Thank yea lor yoar swggestioas regar<3ing the vme of 
colored file covers to designate major eases and a system lor ase 
as an aW in our recruitment program. These proposals have been 
eareftiEy evaluated aid it has been decided they should not be 
adopted. It is felt the administrative procedures currently m effect 
provide for ImndJing mail regarding these cases hi an espeditioas 
10 ,^ 00 . ’I iih re^rd io your second idea, the disadvaMages involved 
g; ou^oigh any anticipated advantage since the needs of the Bureau must 
01icmtefe<h.ow assignments &x& made. 

3S interest which led you to give me the benefit of 

on these matters is indeed appreciated. 




oi'jomp 




Sincerely yours. 


'V jWl' 'f 




Tolson . 


V 


2 - Seattle 

1 - Field personnel file 
1 - Suggestion file 


DeLoach - 

Mohr 

Wick 


Casper . 


Callahan . 

Conrad 

Felt 

Gale 


~ Personnel file of SA | 

(^ML/njm , 

(6) w (Suggestion 560-66 dated 2/8/66 and 561-66 dated 2/15/66) 



fr- 


Rosen . 


TroUei 


bh 

J 
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NOTE PAGE TWO 
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NOTE: Suggestion 560-66 proposes different colored file covers be 

used to designate major cases and cases which are thought 
to be of such importance by the supervising desk that the mail be more 
expeditiously handled. 

Training Division opposes this idea and the Inspection 
Division agrees. Colored file covers would only add to the confusion 
in the Chief Clerk’s Office in handling material for files. Colored covers 
are not on the general schedule and would have to be obtained from an 
outside supplier making them much more expensive. Administrative 
procedures are in effect to handle major case communications in an 
expedite fashion and supervising Agent as well as case Agent is aware of 
cases falling in this category. 

Suggestion 561-66 proposes that in order to meet the 
Bureau’s needs in recruitment of Special Agent applicants, consideration 
be given to sending Special Agents, who have completed their three years'* 
service, to their home city where they grew up or went to school. Selected 
Agents who have demonstrated their professional ability, devotion to their 
job, and show all indications they plan to make the Bureau their career, 
could be given this opportunity. 

Training Division recommends this idea not be adopted. 

Bureau must have a sufficient number of people in a given area to handle 
the work regardless of whether they are from that area. Assignments must 
be given on basis of needs of service. As an example. Southern offices must 
have a satisfactory ratio of Northern- and Southern-born Agents in these offices. 
Normally, a large percentage of Southern- born Agents would want to return to 
the South. Another factor involved is fact that specialized needs arise in offices 
and no Agent is listed as having this office as office of preference. In these 
instances, one must be selected for transfer to fill this opening. Bureau 
could not commit itself to transferring Agents to their home location in a 
three-year period of time. 


- 2 - 


Employee SOggestion 
FD-252 (Rev. 9-11-591 


Director, FBI 



SA 



2 / 8/66 


Division of Assignment 

Seattle 


SUGGESTION ^ 

It is suggested that a differfeft%^olored file cover be used 
to designate major cases, and cases which are thought liy^the 
supervising desk to be of such importance that the mail be ^ 
more expeditiously handled. 

"n 

Files having the designated color, such as green, 
would have mail handled before the mail on ordinary files . 

These colored case covers could be used in ITSF-MCC,cd 
MT cases; ITSMV ring cases, ITAR ring cases, TFIS - MT, CGR - 
Murder, etc., and other important cases. 


Current practice or rule (Include manual citation as well as facts) ^1^0 S3JH© COXOX' f XX& COVSX* IS llSSd 

on all type cases . The mail is vari-colored to designate 
type handling. Special tags used for specific pieces of mail. 


Advantages of suggestion and annual savings (include basis for estimate) 

The supervisor would have an opportunity to designate important 
cases which are not .necessarily designated major cases. A case 
which the supervisor wants mail to get to the A^t, no matter 
what type of communication such as letter, report or teletype 
would be handled before other cases. 

This would help the rotor clerk locate files on which a great 
deal of mail is being sent to, by merely checking the colored 
file covers for file number, the clerk would not have to search 
for a file through large stacks of mail waiting to be processed. 
An Agent handling a complex case would get his mail f^e:p making 


i: 

£ 




Disadvani<g^sj^^ugg^y^_ Substantial investigative and clerical effort saved, 

The colored important case file covers could be over used, but 
not if controlled by the supervisor. Other case files could 
tend to be neglected if not controlled by supervisor. 


(The use by the United States of my suggestion shall not form the basis of a 
assigns upon the United States. I understand that I will be considered for an 
within two years after submission.) 

C3 Mr. L.lMrs. I I Miss 



Recommendations and comments of Division Head 

My recommendation is unfavorable . 
this, only more work. 


(Do not wr4ig in this space - for Bureau use only) 

(^3- - Bureau 

2 - Seattle (1 - 67-70t^2) 
(1 - 66-244.3) 
JJN/las y /■ /' 





d Title of Suggester 
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February 21, 1066 
PEHS0MAL 


/- £X 1051 

Federal Bureau oi iovestigaticwi 
Saa ^mUf Puerto Bieo 


Dear 


I have received your st^estioa that file baclss bo 
purchased prepared la a partieolar fashion. This proposal has been 
carefully considered and it has been decided it should not be adopted 
due io the cost hivolved la obtaiaiag these items. To avoid tl^ 
situation to which you have refe^ace, it would appear better to 
place a new back on the file if the clamp becomes mutilated to the 
©stent that it causes damage. 



Tolson 

DeLoach . 

Mohr 

Wick 


Casper . 


Callahan - 

Conrad 

Felt 

Gale 


Rosen . 


Sullivan . 
'"avel 


Trotter . 


?Ie./Rdbrrf s 




in'. 


to subn^ idea to me are indeed appreciated. 

Sincerely yours, 


The interest and thougMMaess which prompted you 


O 




O AcSl 


't? 




'■00** 








2 - San Juan 

1 - Field personnel file 
1 - Suggestion file 

1 - Personnel file of 
(i^L/njm 

(6) ■ ' (Suggestion 563-66 dated 2/14/66) 

NOTE; Suggests that a file back be purchased that has a covering over 

the metal clamp on the outside. This would prevent the clamp 



from tearing mail and files which are underneath it as well as protecting desk 
t'^ps from damage. 

NOTE CONTINUED PAGE TWO 
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NOTE CONTINUED 


Administrative Division advised backs prepared in this 
manner are not available from the general schedule for supplies and to 
obtain them from an outside firm would make them much more expensive. 
It appears a better solution would be to change these backs if the clamp 
becomes mutilated to the point where it is causing damage. Training 
Division recommends idea not be adopted. 
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Employee Suggestion 
FD-25XIR«v^9-11-59)- 


% 


2/1V66 


From; (Suqgester*s name) 


Division of Assignment 


Director, FBI 


SUGGESTION 


I suggest that,,affnie back be purchased tJaatJtias a covering 
over the iiBtal clamp on the outside. This vrould prevent the 
clamp from 'tearing mail and files, vjhich are underneath it, 
as V7ell as protecting desk tops from scarring and being gouge4jj. 


(3 


Current practice or rule (Include manual citation as well as facts) 

Pile backs presently being used have metal clamp. 


Advantages of suggestion and annual savings (include basis for estimate) 

A file back with the metal clamp covered would prevent copies 
of correspondence from being torn and would not scar and gouge * .h 
desk and table tops. This would improve the physical appearance 
of the office as well as improve the condition of our correspondence 
inasmuch as it would not be torn or mutilated. Savings would 
be realized by not having to replace furniture which would have 
been reduced to an unsatisfactory physical condition caused by 
scarring and gouging by the metal clamps. 





Disadvantages of suggestion 


None known ufeless the price of such file backs is slightly 
higher than those presently used. 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 


assigns upon the United States. I understand that I will be considered 
within two years after submission.) 

□ Mr. □ Mrs, S Miss 


gestion is adopted 


Liggester 



(Do not write in this space - for Bureau use only) 


REC* 82 . 

a FEBj^rW 


f / -j /■ - 


Bureau, 2 - San Juan (1 -66-710; 1 - 67 -PF) 








~ 1 L 






April 15, 1966 
PERSONAL 




6/^ 


p^i'7 


iii 


4./ 


Federal Bureau of Investigation 
Chicago, Illinois 


Dear 


I have received your suggestion that when a file is 
consolidated, both its front and back covers be retained. After 
due consideration, it has been decided the disadvantages involved 
in the procedure would offset any possible advantage to be achieved. 

Although your idea was not adopted in instance, 

I appreciate the Interest which prompted you to submit it to^ me. 

Sincerely yours, 


bo 

b7C 


ru 


* 


J. Edgar iioover 




2 - Chicago 

1 - Field personnel file 
1 - Suggestion file 

1 - Personnel file off 
bb^ER/nJm 


( 6 ) , 

NOTE; 



Tolson 

DeLoach . 

Mohr 

Wick 
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Callahan . 

Conrad 
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Sullivan 
Tavel * 
Trotter . 




Tele. Roon'/r 
Holme; 

Gandy 




(Suggestion 751-66 dated 4/8/66) 

Suggests when files are consolidated, bo^-jfront and back 
covers be retained. *{rl 

- ' Training Division opposes adopljibnffbr ©bvidds disadvantages. 
At present ohly front cover, which contains administrative data, is retained. 

I -/v Retenti p.njof_iboth . Covers would not only double the filing, space needed, at the 
1 / very least, but would increase the work of the clerks whb’h'andle the 

- consolidation. In addition, many of the rear covers are in good condition and 
are salvaged for reuse. Training Division recommends idea not be adopted, 

I" I TELETYPE UNIT I I 
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Employee S.S&estion 

FD-25^'rRevT'9^1 1-5U) 






Da te 


4 / 8/66 

bb 

Division of Assignment 

b ; C 

Chicago 



To: 


Director, FBI 


SUGGESTION 


From: (Suggester's name) 


That v.iien files are consolidated both the front and hack covers of 
the eliiiinatod file he retained. 


V 






Current practice or rule (Include manual citation as well as facts) 

Only the front cover is retained (Manual of Rules and Regulations, 
Part 2, Section 3, Page llh), 



Advantages of suggestion and annual savings (include basis for estimate) 

When the front cover only is retained it sooner or later becomes 
very dilapidated. By fastening the front and hack covers together, 
the additional support given provides for better maintenance of the 
files and for easier handling of these items when searching for 
files. No monetary savings can be estimated in this instance. 


Disadvantages ol suggestion 

None other than the small amount of additional room which will be 
taken up in the file cabinets. 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I will be considered_for_an^J^_stUie^_awar^_only if my suggestion is adopted 
within two years after submission.) 


□ Mr, □ Mrs. E 


Mid 


5>nr)firvi s ory nio.rk ^ 


d Title of Suggester 


Recommendations and comments of Division Head ReCOHimend f aVOrUble jCOnSiderUt lOU bO giVCU tO 

suggestion as it is felt this will alleviate <^!^^.idated single file 
covers and the possibility of destruction of^’^ing^ fil e cov e^in error. 

n nharge . 



(Do not write in this space - for Bureau use only) 

REC-65 



M /*’ ‘i J . 

R 13 1966 


EP ( 5 ) i^^Bureau ; 2-BhicngO (1 ^-’crnonnel file 
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OPTIONAL. FORM NO. 10 
MAY 1942 EOlTiON 
CSA^Mft W1 CrW 101-11.4 

UNITED STATES G<|^RNMENT 

Memorandum 


• 

4 

0 

TO ; 

DIRECTOR, FBI 

f 


date: 

5 / 16/66 


^ SAC, NEWARK (66-1520) 

O 



subject: 

EMPLOYEE SUGGESTION 




w 





} 

i‘- Enclosed suggestion was received from three Newark 

employees relative to the purchase of numbering machines to be 
used throughout the field to stamp file fronts and Jackets. 


While it is felt the suggestion has merits if it is 
determined there is no field-wide application^ the Bureau is 
requested to authorize the purchase of a 10-wheel machine for 
Newark's use. 






.V 


2-Bureau (Enc. 
1-Newark ^ 

KLB:ets 

(3) 





t p ^ 


3 MAY pfnm 


r 


h B 


11 * 






,1 r • 



/ 

/ 

-/ 


' 




Buy US. Savings Bonds Regularly on the Payroll Savings Plan 


\ 



suGGEpaoN ugae/t jBat| g^mab er ing Machine, standard movement, ,bje used for 
p4^ping file rjfdnts 0?he machine is available from the 

Ba tys“Ii^uTa'c t ai:5hg_ 0bm;^n;f7^0range , B.J. in 10 wheels with numbers* 
SEhe machine can be s et t o' print numb'ers^consecutively, in duplicate, or 
repeat. Ihus it is ideal for stamping file fronts and jackets. !Ehis 
suggestion does have universal application. She machine can be purehas 
in orders of BO or more at a cost of $60.29 each. Purchased individual 
the machine will cost $78.30. Uhls machine is also available in an 


electric model which mi^t be practical for the Bureau and any office 
where there is volume, Ihe cost of the electric model is $l8iL.50. 


Current practice or rule (Include manual citation as well as facts) Th fi N eXiTark OfflCe XS CUTrentlj 

using a 10 wheel rubber stamp and each nuziiber is advanced by hand. 
Some offices are handwriting the numbers, Hhere are no specific 







Disadvantages of suggestion 


Hone known. 




'J 


(The use by the United States of my suggestion shaU not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States, I understand that I will be considered for any justified awg^d gn|y^,if my suggestion is adopted 
within two years after submission.) ^ I' 

□wr. CJurs. Dmiss 366 page_twp_4j£r_ .=? / 

signature and Title of Suggester 


Recommendations and comments of Division Head S^noe it WOUld aChieVS UnifOrUlity, field- 

wide, and would be an improvement over hand ^ttering and/or rubber 
stamping, it is felt this suggestion has meM^ ^d should rf^AyerNaTT-o^ 
favorable consideration. n , 


Signature and Title / ' 


(Do not writ& ir^ this space - for Bureau use only) 


3 lAV 1*5' 1966 








. ^ 






CL 


>■ 


t 


Gu 3 ?rent practice or rale (Include manaal citation as well as facts) 
(Gon» t) 

®ie ¥ewai?k Office prepares approximately ^00 files and ^00 jackets 
per week, !Kils is norraally assigned to someone to complete on 
a weekend shift and csDnsuBies approximately 6 hrs, of en 5 >loyee time 
to complete. Rubber stamps currently in use are obtained from 
the Bureau and cost per unit is- unknown. Utilization of number- 
ing machine, field -wide, would eliMnate- need for the rubber 
stamp, thereby eliminating a recurring expense. 


A-dvantages of suggestion and annual savings (include basis for 
estimate) 

(Gon* t) 

is f?6,0^ versus $78,30. However, the difference of price when 
purchased in bulk was not obtained. In addition, some offices 
and the Bureau would probably need the 10 wheel machine to 
accommodate their file numbers. A machine stamped file number 
affords uniform size and legibility thereby greatly reducing 
chances of missfiled files. 


(The use by the United States of our suggestion shall not form 
the basis of a further claim of any nature by us, our heirs, or 
assigns upon the United States. We understand that we will be 135 
considered for any justified award only if our suggestion is b 7 c 
adopted within two years after submission) 




Signature and Title of Stiggester 




Signature ah^ !Ei^le of Sug^ster 



sr^atur e‘'and Title of Suggests 


2 



Jilay 19, 1968 
PEESOHAL 







Tolson 


b6 

b7C 


Federal Buraau of Investi^tioa 
i^ewark, 5few Jersey 


Dead 


and 


The suggestion submitted by you, 

I]has been received re^rdiag a particular type 

While it has been 


of machiae for use in printing file numbers 
decided this proposal should not be adopted on a field^wide 
basts, I am pleased to advise you permission is being granted 
the ^?ewark Office to oto,in this equipment for its use, 

I wmt to take this opportunity to egress my 
appreciation to you for giving me the benefit of your observations 
on this matter. 


'll 






Sincerely yours, 
J. Edgar 





Experience at the Seat of Government has 
shown that, due to the volume of cases 
handled, several of these machines are 
needed to itove them available for the different 



2 - Newark 

1 - Field personnel file 
1 - Suggestion file 
kBl 

classificatipnsria 'Opening new cases. They are not used for placing numbers 
on file fronts.^ Numbering be used for other duties in a field 

offieeibth%t‘ than placing fu file’ ccUrers and since you have indicated 

you feel it would aid your operations,, approval is being grated for you to 
obtain one lO-rwheel, stitid^d numbering machine for the 


Newark Office. 


^ - Personnel file of 
'^ML/njnil 




K ‘y' 


PE UNIT 


1 I (Suggestion 849-66 dated 5/liP/,66) 


SEE NOTE 
PAGE TWO 








*♦ 


r 



NOTE: Suggests a standard movement, 10-wheel, Bates Numbering 

Machine, with one-fourth inch numbers be obtained for 
placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60. 29 each. There is also an electric 
model which sells for $184. 50. 

Since SAC, Newark, has requested authorization to 
purchase one 10 -wheel machine for Newark's use in event idea not adopted 
on a field-wide basis. Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers on files so 
proposed equipment not suitable for its use. 


-2- 


REC-42^V-/. 


'7- i1t 


May 10, 1066 
PERSONAL 


Federal Bureau of Investigation 
Newark, New Jersey 


I I mve received t he suggestion submitted by you, 
I I and I I concerning eertaia equipment 

^Mch might be used to advantage In our fiMng operati(ms. It 
is indeed a pleasure to advise you the Newark Office is behig 
granted approval to obtain one of these machines. 

The interest which led you to bring this matter 
to my attention is appreciated, 


.f.'A»LuD ii 

i^IAYl01966 


Sincerely yours, 
Ed|gffi Hooy® 


: t 


2 - Newark Experience at the Seat of Government has 

1 - Field personnel file shown that, due to the volume of cases 
1 - Suggestion file handled, several of these machines are 

needed to have them available for the different 
classifications in opening new cases. They are not used for placing numbers 
on file fronts. Numbering machines may be uafed for other duties in a field 
office othirFti&n placing figures on file covers and since you have indicated 
you feel it'Wobi'd aid youfiioperattoll^ approval is being granted for you to 
10-!wheelj nstandard’movemettt, numbering machine for the 


Newark Office. 


- Personnel, file of 




»•>* 


, .Uw-Wa 


HAIL ROOM 


(SuggestibnK849"©B dated 5/16/66) SEE N<9T-E PAGE TWO 
I — ll^E^TY^UNIT CZI ^ 1 




NOTE: Suggests a standard movement, 10 -wheel, Bates Numbering 

Machine, with one-fourth inch numbers be obtained for 
placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60. 29 each. There is also an electric 
model which sells for $184. 50. 

Since SAC, Newark, has requested authorization to 
purchase one 10 -wheel machine for Newark’s use in event idea not adopted 
on a field-wide basis. Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers on files so 
proposed equipment not suitable for its use. 


- 2 - 



REC 42 r wVf. 


It2ayl9, X966 
PEKSONAIi 


Federal Bureau of Investigatioa 
Newark, .New Jersey 

Dear 

Thank yoa very much for the suggestion submitted 

yod, I I and | [t hat a numbering machine 

which is manufactured by a particular firm be obtained for use in 
placing figures on file frmts and Jackets. It is a pleasure for me 
to advise you that approval is being granted the office to which 
you are assigned to obtain such an item. 

The interest and initiative you displayed in submitting 
this idea to me are indeed appreciated. 


'iV 1 >' 


Sincerely yours, 

J. Edga« Soo®^ 



' ;rf" 


2 - Newark E^erience at the Seat of Government has 

1 - Field personnel file shown that, due to the volume of cases 
1 “ Suggestion file handled, several of these machines are 

needed to have them available for the different 
classifications in opening new cases. They are not used for placing numbers 
on file fronts. Numbering machines may. bp^i^^ed for other |n a field 
office other than placing figures dh^flfe.’coWrs and since you Kav^ indicated 
you feel ft would aid jifour operations, approval iabeingjgr^edJor, ypu |o 
obtain one io-wheel, standard moyomen^\ nliiiiherag machine for the ^ 


Newark Office. 


Personnel file -of I ^ 

^ML/njm ^ .V" . 

(6) (Suggestion 849-66 dated 5/16/66) SEE NOTE PAGE TWO 

MAIL ROOM I 1 TELETYPE UNIT t—J 
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NOTE: Suggests a standard movement, 10-wheel, Bates Numbering 

Machine, with one-fourth inch numbers be obtained for 
placing numbers on file fronts and jackets. Machine can be set to print 
numbers consecutively, in duplicate, or repeat them. Suggesters feel 
this equipment could be utilized at Bureau as well as in field offices. 
Machines cost $78. 30 if purchased individually and, if purchased in 
orders of 50 or more, cost $60. 29 each. There is also an electric 
model which sells for $184. 50. 

Since SAC, Newark, has requested authorization to 
purchase one 10 -wheel machine for Newark's use in event idea not adopted 
on a field-wide basis. Training Division recommends he be permitted to 
obtain one such machine but, due to cost involved, that this not be 
extended to other offices. Files and Communications Division uses a 
special-purpose typewriter for placing these file numbers on files so 
proposed equipment not suitable for its use. 



94 


'^^-33/^- Iff 


June It, 1966 
PBRS0Niyt4 


Federsa Bureau of JuTesti^tioa 
Savannah, Geoigla 


Dear 



I have received your suggestion that a form be 
approved for use as ajfe ^iejo f contents Jtt_the front of eachjile»_ 
This proposal has been carefully evaluated and it has been decided 
it shoidd not be adopted. The administrative v?or& involved in 
keeping such a form current would outweigh any anticipated benefit 
to be derived from this procedure. 

Although this idea did not receive favorable action, 
the interest which led you to submit it is indeed appreciated. 

Sincerely yours, 

y, Id gar Soovei 

MAILED 2Z 

Ml I ?1935 

COMM t y* ^ ■ 

1 - Field personnel file yfl^''^ ^<^4 -y ^ 

1 - Suggestion file j ^ ^ /^Yy 

I -'Personnel file of 

^pML/njm f 

' ' (Suggestion 905-66 dated 6/13/66) 




NOTfe; Suggests a form (sample attached) be approved for use as a 

- table of contents and placed in front of each file (current volume) 

- and kept there at all times even after the files have been consolidated. Form 

I should be used on current cases as of a certain date and not extended to include 

; closed cases. 

^ 1"^ I ■ } 

1/i r-iNOTE CONTINUED PAGE TWO /)/’/ ^ - "* 

: lML%00H3_jk TELETYPE UNIT I 1 / / ^ 


. TELETYPE UNIT 



NOTE CONTINUED 


SAC Neagle, Savannah, recommended against adoption 
in that this procedure would entail more administrative work than time 
it allegedly would save. Training Division, after consulting with 
Washington Field Office and the Inspection Division, recommends idea 
not be adopted, Washington Field advised it would need more employees 
to attempt to keep such an item current and that, since mail is normally 
filed in date order, problem is not as large as suggester would lead one 
to believe. Time involved to accomplish this procedure would be 
enormous. In addition, policy has been to keep top or "floating serials" 
to a minimum. 


Emnloyee .Suggestion 
FD-252 (Rev. 9-11-59) 


Director, FBI 


SUGGESTION 


June 13, 1966 

Division of Assignment 

Savannah 


It is suggested that a Table of Contents form similar to 
the one attached or as the one attached be put into 
operation. 

copy of this form should be placed in the front of each 
f lljeg ( current volume) and kept there at all times, even 
after the file is consolidated. 


The use of this form should be started with current cases as F ^ 
of a certain date. Cases closed before this date will not ^ ^ 
have this form included in the file. P ’ 

Current practice or^ule (Include manual citation as well as facts) ^ ^ 

When the last copy of a serial is being charged out, . J 

the description is put on a Serial Charge Out form, FD-5. J 

Advantages of suggestion and annual savings (include basis for estimate) m 

Many times an Agent, etc. will need a communication. He j 

v/ill know which office it is from and about when it was f 

received, but does not know the serial number. With the V 

use of the Table of Contents form, the serial number can be * 

located in just a very short time, which will enable him to 
know which volume the communication is in and about where in 
the file the communication will be located, saving considerable 
time in many cases. The time saved will well surpass the time 
used by the clerk to fill out the form. / 


(continued on page 2.) 


itages of suggestion 


None known. 


me- 94 


c,c._ 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered f<J i 1 1 n i i • - - ition is adopted 

within two years after submission.) 

□ Mr. II3Mrs. CUmiss UictatMig Machin o Transcribe r — 

Signature and Title of Suggester 

Recommendations and comments of Division Head/ ^ 

I recommend agains1bj-^£M, adopt ion of this suggestion in that the 
procedure suggested" WouiJl entail itore administrative v/ork than 
the time it aDHC^ge'dly- wou^d^save. 

JAMES 'K MEAGfeS-t>^ -SbptiA tt . in Chg. 


(Do not write in this space - for Bureau use only) 


J , 


L 


I JUM-T81966 


/- ■/• ,/nl: 






2 - Savstnnal 


Advantages of suggestion and annual savings (continued) 


This form will also serve as a way to double check in case 
a serial is ever misplaced or the Serial Charge Out form is 
accidently destroyed while a serial is charged out. 

This is not to replace the Serial Charge Out form (FD-5) in 
any way except when the last copy of a serial is being 
charged out, the description will not have to be included. 
The "Description of Serial" column on the FD-5 will be used 
by the Agent when requesting a communication when the serial 
number is hot known. 






June 27, 1966 
PERSONAL 





Federal Bureau of Investigation 
WasMngton, D.C. 


Dear 


Your s\]^gestidn has been received regarding the 
manner in which certain serial markers are prepared and placed 
in main files. After careful evaluation, it has been decided our 
current practice should be retained since these markers actually 
serve as work sheets for individuals who handle these filing duties. 

Although this idea was not adopted, 1 appreciate 
the thoughtfulness which prompted you to submit it to me. 



f 




1 - Mr. Wick 


ly- Personnel<^ile of 



i 


Tolson 

DeLoach . 

Mohr 

Wick 

Casper 

Callahan . 

Conrad 

Felt 

’ Gale 

Rosen 

Sullivan _ 
Tavel 


Trotter 

Tele. Room . 

Holmes 

Gandy 


(5) " (Suggestion 924-66 dated 6/22/66) 

NOTE: Based on memo Morrell to Wick, 6/23/66, PDW/kcf, 

re; Suggestion submitted by | ] 

Correspondence and Tours Section, Crime Records Division. 

0 /) Files^and.COirimunications and Training Divisions agree 

current practice of .the serial marker to the front of a main file 

is more practical and emcieht tlii^h^Me proposed method. Approximately 
280 stamps would be need§d to place "MAIN" on serial markers or two 
separate supplies of these itejtns. would need to be maintained for use of 

SiLCbJttt lL2r18ig-CZl NOTE CONTINUED PAGE TWO 





NOTE CONTINUED 



employees pulling files. Markers 'will not stay in place on the top 
serial as they will when placed by serial further down in file. 
Markers serve as work sheets for individuals handling this work 
and, if placed on top of main file as is currently done, they can 
readily ascertain method of delivery, name of individual who 
requested the file, and status of file with respect to being in an 
up-to-date condition. It is recommended idea not be adopted. 


- 2 - 


Em0iloy;ee §i(ggiestion 
FD-2SS.(Rev. 9-11-59) 


i 






From: (Suggester's name) 


Director, FBI 


SUGGESTION suggested tha;fe ^erial mar^x s used in marking and delivering 

main files to individuals b e marked w ith a red sta^mp on the end of the marker 
designatin g the wor d MAIN. This serial marker should be placed on the top serial 
iiTflEe file, and the red stamp MAIN would be an indication that the entire file 
relates to the subject. ^ , 


Da te 


June 22. 1966 


Division of Assignment 

b6 

Grime Records 

b7C 


Current practice or rule (Include manual citation as well as facts) ThS CUrrCUt praCtlCC rP.q nir PS that thC 

serial marker be placed on top of the file with two paper clips. This denotes a main 
file. When a serial is requested, the serial marker is placed (see attached) 

Advantages of suggestion and annual savings (include basis for estimate) advautageStD tMS SUggeStlOU 

would be first to reduce the number of paper clips being used by the Bureau. Secondly 
it would save time inasmuch as the person pulling the file would not have to secure 
paper clips and affix the marker to the top but could merely place it on the top serial. 
A further step would be eliminated inasmuch as these paper clips must be removed 
before the files are returned to the filing cabinet. A third advantage would be that 
frequently small files become clipped to other files in transmitting them from building 
to building and are frequently undetected and misdelivered. 


Disadvantages of suggestion 


None after personnel are advised of the change. 


(The use by the United States of my suggestion shall not form the bas 
assigns upon the United States. I understand that I will be considerec 
within two years after submission.) 

□ Mr, □ Mrs. IXl Miss [ 
Recommendations and comments of Division Head 


IS, or 
I adopted 


ignature ano 


oi ouggester 


I feel this suggestion has definite merit and sh^l^be adopted. 


(Do not write in this space - for Bureau use only) 


REC- 21 


Signature and Title 

6 f 9 


4 .JbN 30 196b 







vOMlOMAl»fO*»*^NO. 10 
MAY 1962 EDITION 
OSA GEN. «£0. NO. 27 




UNITED STATES GI^ERNMENT 

Memorandum 


TO : Mr. Wi< 


DATE: 6-23-66 


FROM : D. C. M.ovve'StdM 

SUBJECT: SUGGESTION SUBMITTED BY 


CORRESPONDENCE AND TOURS SECTION 
CRIME RECORDS DIVISION 

I [ suggests Uia ^eria L marker s used in marking 

and delivering main files to employees here at the Bureau be marked 
with a red stamp on th e end of t he marker " Main. " The serial marker 
thereafter should be placed on tiie top serial in the file, and this procedure 
would indicate that the entire file relates to one subject. 

She points out that the current practice is for the serial 
marker to be placed on top of the file lengthwise with two paper clips to 
denote a main file. If only a serial is requested, the serial marker is 
placed on top of the serial in the file. She points out that the advantages 
would be to reduce the number of paper clips being used and would save 
time for the person pulling, marking and routing the file. She also j 

indicates a savii^ of time in utilization of paper clips would accrue and 
possibly would prevent the loss of smaller files becoming attached to I 

larger ones. ' 

/ 

t 

OBSERVATIONS: / 


V 5 ' 

I 


This suggestion very definitely has merit particularly 
with reference to delivery of the main files. When many files are stacked 
together oftentimes the serial markers on top of the files become attached 
to others and many times become detached. The procedure of placing 
the marker immediately beneath the file cover seems to be a good Way 
to alleviate this. ,• 


1 - Mr . Wick 
1 - SA 




CONTINUED - OVER 


Room 5302 (sent direct) 


4 


PDW:kcf4/(41 


/// 







Memorandum to Mr. Wick 
RE: Suggestion Submitted by 


b6 

b7C 


RECOMMENDATIONS: 

1. That this suggestion be forwarded to the Training 
Division for its consideration. 


2 . 


Thati 


be thanked by letter for her suggestion. 


- 2 - 



August 19, 1966 
PBESOi:iAL 









Fedearal Bureau of Investigatioa 
Omaha, Nebraska 


Dear 


Tn 


o 


' S3 

-o 

CD ^ 

C3 

Co 


ar 


As 

o 


C3 

o ^ 
5^ 


bo 

b7C 


1 have received your supestloirthat it be made 
optional in field oMces as to wheUier ptSte ners are placed pti n evt 
fite^ After careful consideration, ik has been decided our present 
regulati(^s regarding this matter should be retained since any 
anticipated advantage would be offset by the loss of security in the 
maintenance of this material. 

The interest you displayed in submitting your idea 
to me is indeed appreciated. 



Tolson — 
DeLoach 

Mohr 

Wick 

Casper — 
Callahan 


MAILED 30 

AUG 1 9 1966 

1 _j 


J. Edgar Hoover 


2- Omaha 

1-Field personnel file 

1-Suggestion file 

ijPersonnel file of | 

^(f^MLrfrw, 

(6) (Suggestion 100-67 dated 8/16/66) 



NOTE: Suggests it be* optional .with field offices whether a fastener is 

placed on top of material when neW' files are made up. 


Conrad 

Felt 

Gale 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele. Room 

Holmes 

Gandy 


Training and Inspection Divisions oppose adoption. Current 

rule states ”File^ must be bound with fasteners and covers. " While it might 

^ 10^8^ ^ CONTINUED OVER) 

MAIL ROOM CZI' TELETYPE UNIT I 1 





save a little time to use proposed method with files containing only a few 
serials, it would not be advisable to use this method with those which are 
bulky since material would slip around in file. All types of exceptions would 
be needed to limit this procedure to type of files which could be prepared in 
this fashion. It is not advisable to change present rule to one that is optional 
with field since instances could occur when fasteners would never be used. It 
is recommended idea not be adopted. 


Suggester's official name is 


per Movement 





Employee Suggest, ioir 
FD-252 (R&V 9-11-59) 


8wL6w66 


Division ol Assignment 


(toaha • Nebraska 



Current practice or rule (Include manual citation as well as facts) 

Files must be bound with fasteners and covers® 
Manual R&R part II Sec III page 7a para® 2(c) 


Advantages of suggestion and annual savings {include basis for estimate) 

This would save considerable time inasmuch as it would eliminate 
the time necessary (approx % minute) to remove the compressor and 
replace it when a new file is made up or serials are removed or 
placed into the file* Of course the deletion of the compressor 
would be optional and would depend upon the file being maintained 
in a neat and orderly fashion# 


Disadvantages of suggestion 


None 



(The use by the United States of my suggestion shall not form the ba 
assigns upon the United States. I understand that I will be considers 
within two years after submission.) \ ^ 

L20 Mr. I I Mrs. 1 I Misi 


Recommendations and comments of Division Head t a. ^ ^ 4 -A 1 

It appears the suggestion has practical 
merit through saving of time in assembling of file^ with few serials 
and a saving of time in adding or remqvingC serials fr^ files. It is 
believed the >suggestion is worthy of_ 


on as an optional procedure 


(Do not write in this space - for Bureau use only) h ^ 




Slgnature^g^d Title 




hKA\9 


ST-U9 







November 16, 1966 
PBB50NAL 


REC 



Federal Emreau of Investigatloa 
Detroit, Michigan 


Dear 


I have received y oar suggestion that ouriile fronts 
be prepunched at the time they are maaaf^tured. M:er careful’ 
evjdluation, it has bee t decided the present maimer in wMch these 
items are prepared is more desirable since ttiey may be used for 
a longer period of time and present a neater appearmice. 


Although this idea vfSB not adopted, the interest 
which prompted you to submit it is indeed appreciated. 



Sincerely yours, 

a,Edsac®^S 


'vi/ 


2 - Detroit 

1 - Field personnel file 
' 1 - Suggestion file 

Personnel file of 


Toison - 


DeLoach . 

Mohr 

Wick 


ivj.i_i:mem 

( 6 ) 

NOTE: 


b6 

b7C 


(Suggestion 395-67 dated 11/9/66) 

Suggests file fronts, Form FD-245,- be prepunched at time of 
manufacture. 


Casper , 


Callahan . 
Conrad 

Felt 

Gale 




Rosen . 


Sullivan . 
Tavel 







/ 

/- 




MAIL ROOM 


□ 


TELETYPE UNIT 


□ 


(CONTINUED - OVER) 

Or? 

(yC 


^ f ' 




\’oy 1^' 3 39 pr ®f' 




These file fronts are prepared with slits for the Acco fasteners 
to go through instead of round holes (samples attached). This matter has been 
discussed with personnel who work with files all day long on a production 
basis and no problem has been encountered in use of these items. Washington 
Field Office advised it has no problem with handling file fronts. The consensus 
was that slits now in file fronts make the fronts last longer than they would 
with holes and provide for a much neater appearance. Training Division 
recommends idea not be adopted. 
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^^Cnployee ju^gestic^ 
Fb-2-JR iRev. 9-1.1-5?) 


To: 

Director, FBI 
SUGGESTION 

y’ 


# 



1 

Da te 


11/9/66 


Division of Assignment 

b6 

DETROIT 

D 1 C 


fronts, FD-245, be hole punched at time of m antifactur e. 




Current practice or rule (Include manual citation as well as facts) 

File fronts appear to have stamped slits. 

Advantages of suggestion and annual savings (include basis for estimate) ^ ^ 

Hole punching of file fronts will save a great deal of" time and 
effort on the part of employees who use them in that hole -punched 
covers will fit easily over the Acco prongs rather than having to 
be filled and forced on the Acco as must be done with the-prea^^ 
cover, / / tW 4 



m NOV,ifC1966 


Disadvantages of suggestion 

None, 


(The use by the United States of my suggestion shall not form th 
assigns upon the United States. I understand that I will be cons 
within two years after submission.) 

CxjMr. IZlMrs. d 


1 e, my heirs, or 
gestion is adopted 


Recommendations and comments of Division Head I I _ _ 

I rccoiDitteiid th.c suggested procedure ^s^i^^would malce:for faster operatxoi 
and would not make file less in looks-^i^n^tness, . 


(Do not write in th^ space - for Bureau use only) 


Signature and Title SA.G 













ITovember 15, 1966 


Federal Bureau ot luvestigatiou 
St, Louis, Missouri 


Dean 


I have received yoar suggestioa that certain items 
foe preprinted on the red cards which are used when charging out 
files. After careful evaluation, it has been decided tMs proposal 
should not be adopted because of the disadvantages involved. Oar 
present procedure is less expensive since these cards may be 
reused for a long period of time. 


b6 3 
b7C'- 


The interest which led you to submit your idea to 
me is indeed appreciated. 


.t-jlAILED 9“ 


i,uV 1 L"iL36 


COMM-FBl 


Sincerely yours, 

Edgar Hooi/gjy 


rj 








Tolson , 


2 - St. Louis 
1 - Field personnel file 

1 - Suggestion file 

1 - Personnel file of 
■^TMLimem 

(6) (Suggestion 387^i6,7 dated 11/9/66) 

NOTE: Suggests the red cards, 10- by 10-inches in size, which are used 



"'-'7 J.J.X ujL£j\^y ctx c uo<: 

when charging, out files, to attach the FD-,5jFtle-Serial Charge 

j^./f /-t ' — — — 

"'(CONTINUED - OVER) 


Tele. Room 
Holmes 
Gandy 


TELETYPE UNIT 









.Ji iiS' (| 




1 


-c 


V ' - 





Out), be preprinted with "File No. , Location, and Date Charged. " Lines 
would be drawn across card for writing information. At present time the 
FD-5 is filled out and attached to the red card by paper clips. The card 
with FD-5 is then dropped into file folder from which file has been removed. 

Training Division can see no need for making this red card 
a form. It is on heavy card stock which would make it hard to write infor- 
mation in legible fashion. At present time, the FD-5 is attached to card by 
paper clip and card may be reused for a long period of time before it 
becomes worn. If prepared as form, it could only be used until lines have 
all been filled. It is hard to write on card stock and it appears it would be 
more expensive to handle this function in proposed manner. Training 
Division recommends idea not be adopted. 


2 



^6/ee^uggestion 
rB-252' {R#V. 9-11-59) 


From: (Suqgester's name) 


Director, FBI 


SUGGESTION 


November 9, 1966 

Division of Assignment 

St . Louis J 


J Red cards t hat are used for cha rging out of files from 
e sec^xosoTTe” pre -pr in¥ed with charge out. 


o 


"feurrent practice or rule (Include manual citation as well as facts) 

Charge out must be paper clipped or stapled tq.hced card. 


Advantages of suggestion and annual savings (include basis for estimate) 


Charge out could not come detached from red card* Wpuld 
make closed file section neater. Same red card could be :^used 
until filled up, which would be at least twenty-five times and then 
if still usable, could be cut into strips for use in closed files 
where serials charged out. No annual savings. 


DiscKivantages of suggestion 


None. 




(The use by the United States of my suggestion shall not form the basis of a further claim of anv nature bv me. mv hei: 
assigns upon the United States, I understand that I will be considered i 
within two years after submission,) 

□ Mr. durs. duiss ' IS 1^11 1 AJiliei CiPi‘K._.- 

Signature and Title of Suggester 


Recommendations and comments of Division Head 

This suggestion has some merit, and 
I recommend its adoption. ^ 


1 


^7 Tifi 


(Do not write in this space - for Bureau use only) 
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3-Bufehu TEncls. 10); 2 - St. Louis (1 - 66-2168; 1 - PF 






1145479-000 — 66-HQ-2319 — Section 3 (935416) 
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REC II 



November 17, 19C6 
PERSONAii ' ' 


\K) 


Tolson 
OeLoqch 
jMo^r 
Wicfc 
Casper 
CoHohan 
Conrad 
FeU. 
Gale 
Rosen 
Sullivan 
Tavel 
Trotter" 
t^le 
Holittl 
Gon|d^ 


Fedeiral Bureau of Investigation 
Seattle, Washington 

Dear . 

l>3^e received your suggestion that lines b e placed, 
pn^ejisidgj^ilo covers so ^at feeJilejQundjersjoCJ^^ 
offices may^beifelLiiereonL You may be interested to know 
that similar proposals have been considered nume^eus times in 
the past and not adopted. It was decided the cost for ^printing 
both sides of these covers was not warranted since osdy a few 
such offices are Involved in most casesi 

* ”i"l 

The Interest which prompted you to submit your q-j 
idea to fne is indeed appreclatedi ^ ^ . 

Sincerely yours, 

iL Edgax Hpover 


'Xi 

m 

o 

o 

*ri 

o 


.VlAiLtiO 

• rf , 

,, V i * i 


2 - Seattle 

1 - Field personnel file 
1- Suggestion file 


fsa 

S- 

aJ 




•^dyy}\j Your attention is called to the Manual pf ^Me^hM JReguiatidns, 
Part n, Sec’tioA 3, page ‘7a, item 2f, wherein it State^that the 


file numbers for auxiliary offices .may be entered in^ipn^an\i1& me inside of 
the file cover in the .right-hand 'comei;. The cost for pr&ting po.th s of 
this item is not warranted^ however; the procedure astputl^0^*;^boye should 

“ro^fj^neficial in y pur office if it is not bein g used at thepreseiit time. 
^;g^T^efsonnel file oi | J ’ ' - 


:mem. 


MAU, ROOM □ TELETyPE UKir a 


(Suggestion 401-67 dated 11/10/66) 



(C0NTK^Eb - 0VER) 






b6 

b7C 





NOTE: Suggests inside of top' file cover be. printed with lines so that 

file numbers for* auxiliary offices may be placed thereon. 

The idea that a list of offices with lines be placed on these file 
covers has been considered numerous times and not adopted. Increased cost 
of printing is not *y/arranted inasmuch as in most cases only a few auxiliary 
offices are involved and complete listing would be unnecessary, WhUe 
current suggestion only calls for lines, cost would still be involved. Time 
would be consumed in transferring data from one front to another in the event 
the front becomes, daihaged. Present practice of being able to enter these 
nunibers in longhand, as pointed out to -SAC, is sufficient. Training Division 
recommends idea hot be adopted. 



2 




‘ Emplc^ eCtfSuggestion- 

-FD,.2S2JBf‘v^9-U-5&) 







r 

;_Date 



Il/iO/66 


■ 

Division of Assignment 


b6 . 



. b7C 


SUGGESTION 


It is suggested that the inside of the top file cover be printed 
with lines so that the offices CQuld piace^ thereon the file numbers 
of auxiliary offices. . - 


F~ i 




Current, practice or rule (Include, manual citation as well as facts) 

' None 


Advantages of suggestion and' annual, savings (Include basis for estimate) Ar, 

This^ woul(3 be pf great assistance to agents, typists and stenographers' 
working with files since, ih all outgoing communications where known, 

‘ the file numbers of the officers receiving the communications, are to 
.be indicated.. It would save time in reviewing the file to obtains? Ft 
this information . ' T I r 


Disadvantage’s of suggestion 

None 


6 - 3 / ^ - 




('Hie use by the United States of' my suggestion shall. hot form the basis of a further. claim of any nature by me, my heirs, or | 

assigns upon the U}ilted States. I understond that 1 v/lU be 'considered for_^n^^^u_stl_fied_award_onl^JU my suggestion is adopte<^ 
Within two Y-eors <xfter submission.) ^ i_ J ^ 

L - iMr. 1 iMrs. EImIss I 

• . " (J Slgnoture and Title of Suggester 

. Recimmendgtlons and comments of Division Head J reCOHimend {.thi^ be adopted . It WOUld SaV€ 

a in thfe sending office, and it would majteirp^s'ible the saving of time in 
the receiving office since it would K^unm^^g^ary to search the incoming 
correspondence through, indices . My 

re,commendation is favorable . 7 ^ 


(Do not write In this space - for Bureau use onl 


ENCL* 


?au use only/j^ t 


Slgnalure and Title 

\aeimam 


s NOV 




^OM, Su5f’oj6(0,'\\ n\u I 


/ 









V 


ii£C* i 


5/f' 


ST^Usl 



jTovember 21j 1966 
PERSONAL 



<o 

CO 

■ 

w 

O'y 

3 




5 

CM 

s 

2 

£ 


a 


O 


s: 






Tolson « 
OeLoach . 



Wick 

Casper ^ 
CoUahart . 
Conrad . 
FeU-^ 
Cole --r— 
Rosen 
SulUvaa 
Ta\^ei 


Federal Bureau of Investigatipn ; 

Washin^on, jD. C. 

Dear Mss Wolfe: ' 

Your suggestion has been received concerning a 
method for preparing used file fronts -which are in gQod condition 
so thal they may be then utilized as backs. I ^ sure you will be 
interested to know that similar proposals haye beea considered in 
the past and not adopted because of the disadvantagee involved. It ' 
is felt the work involved iii converting the fronts in .this fashiohlsj; 
not warranted. . - ' ^ 

The thoughtfulness and interest which prdm^tel^you, 
to submit your idea to me dre indeed appreciated. “ 




t i 


e 




»W"' 




b6 

b7C 






(J!5 

(J.T 

fO 




Sincerely ydurs» 


1 - Mr; Tavel 
^ Personnel file of 

. 

(5) (S uggestion 412- 67 dated 11/15/66) 

NOTE: Suggest^Me^^^^tliat are st ill -in go o d -.c ondition be reversed , 


^oles punched at the- t&p|>,4le number, ;etQ,., rharl^ 
then that they be reused as file backs.' ' ' 



TELETYPE UNIT 



(CONTINUED T- OyERj, 


tI J 





U'" 
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b7C 


Several ideas regarding this matter have been- considered in 
the past aiid not adopted. Of course, objections which apply to this procedure 
in field offices are not applicable to SOG files. Files and Communications 
Division oppose adoption pointing put file fronts are usually worn when they 
are no longer needed for the one file. To convert a file front to a useable 
back, considerable clerical work would be involved' in cutting to appropriate 
size, punching holes, and crossing through file numbers. This operation 
would havek'b be checked closely .to bejjcertain numbers conossed through and old 
front was used as suggested. Mail might be filed under a completely wrong 
number if number not crossed out properly or back inadvertently reused as 
front. Acco fasteners are embedded in present backs whereas holes would 
have to be punched in old file fronts a.nd spparate fasteners placed in backs. 
Clerical time involved would more than offset any ^ticipated saving due to 
reuse of file fronts. Training Division recommends idea not be adopted. 


2 



Emp^oye^^uggestion 
PO-252 (Revr9-5l,5§) 


„A O 


11/15/66 


Director, PBl 


SUGGESTION 



t e s 


That file fronts that are still in good condition not be 
thrown avmy t>ut that they be reversed, holes punched at the top, 
file number, etc. be marked through and then use these fronts 
for backs of files. See Example attached. 


Current practice or rule (Include manuol citation as well as facts) 

During the Rehabilitation of files where there is actual destruc- 
tion of mail and numerous sections are reduced to a few, the pro- 
(continued on next page 


Advantages of suggestion and annual savings (Include basis for estimate) 

1 do not know of any advantages to this suggestion but there 
would be a savings in money because less file backs would tbe 
needed. These file fronts cost approximately cents 

each. 


Disadvantages of suggestloii 

Time consumed in punching the holes and crossing through 
markings . 



(The use by the United States of my suggestion shall not form the ba 
assigns upon the United States. 1 understand that 1 will be considers 
within two years after submission.) 

CUMr. diMrs. SmIss 


Recommendations and comments of Division Hoad '' 

Unfavorable ) O y i -/ / 

(See Comments Page Three) ... cA j) / y — I A / _ 

signature and Title j 


(Do not write In this space for Bureou use only) fj" I ' 5 ’ ' " ‘ ^ 

BEIilND 






l-i- ' 

- 2 - 









Employee Su ggestion, ID-252 , " 
Submitted'by r 

Files and Cprimiunications Division 


COMMENTS: 


Superv isory personnel. Records Branch, do, not favor .the adoption 

of I J proposaL Except in unusual situations such as the one cited 

by [ the file fronts that are no longer usable for the purpose which 

made are likewise not usable as a file back. In addition, to convert a file 
front to a usable file back would require considerable clerical work including \ 
the cutting of the front to proper file size, punching of holes, and the crossing] 
through of file numbers. Extremely close checking of this operation would 
be essential because if a number was not properly crossed through and the 
old front was improperly used as a back, we could come up with mail being 
filed under the completely wrong number arid such would be most difficult 
to uncover. In addition to .the above, the file backs now used have, an impreg- 
nated Acco fastener. To utilize the suggested procedure would require that 
the fasteners be inserted through the punched holes. 





•f * 
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December 22^ 1966 

personal 


EX418; 



Tolson --.^ 

Del,bach ^ 
Mohr- «—-«««. 

^ Wick 

Casper t — ■■ 
Callahan ^ 
Conrad 

Felt- ^ 

■Gale. 

Bo sen , 
SulUvon 
TaVel »■■■■■.. 
, 'Trotter-——. 
Tele’. Room . 
Holmes -— _- 
Gandy — . 


iuo 


bo 

b7C 


^ Federal Bure^^ of inyesugauon 
Philadelphia, Pfeimsylvattia 


Bear 


Thank you for the suggestion reversible file covers 
in red "with brown oii the opposite side be utll^ed oh. all pending files 
when they are opened^ I am sure you will be interested to know, that 
colbrediile fronts to -indicate various circuhastances have been consid- 
ered^ in file past:ahd not adopted because of .the additional expense 
involve^ It is felt the present system for marking files is entirely 
adequate. ' 

The interest which prompted you to submit your idea to 
me is' indeed appreci^ed;- _ . . 


- c C - . ’ ' ' 

cdMM.Fer 


2 - Philadelphia " 
i - Field personnel file 
1 - suggestion M 

Persohnel file of 
t;rML;m 


Sincerely yours, 


-3. Edgar FTdavSfl 


. i ^ 

‘■‘I ^ 

..<s 


.a 

’ fi-5 


C3 

-O' 

S' 


P 


, <♦ 
*5 




NOTE: ^ Suggests use of reversible red covers with^standard brojvn cover 

^ on reverse side on all pending files WtHeyrare opene,d to 
distinguish a pending file froin a closed file and decrease possibility^ of pending' 
files being inadvertentlv^filed in Closed Files Section. 


MAIL ROOM L_] TELETYPE UmfCD-. 



(CONTINUED- - OVER) 
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SAC Jamieson, Philadelphia, advised the benefits to be derived 
from this idea would not be sufficient to overcome cost of putting it into effect. 
Similar prppo sals have been considered on numerous occasions in the past 
concerning use of color to designate various situations, such as, fugitives, 
stops, etc. It was pointed out colored file fronts are not on the general 
schedule .and would have to be obtained from outside supplier making them more 
expensive. Clerical work would be increased in chanphg fronts as the status 
of the file changes. If reliance were placed on color only, erroneous handling 
could occur. With regard to current procedure, the status of case is marked in. 
the lower right corner of the cover of a file showing whether it. is closed, 
referred upon completion, pending inactive, etc. Training Division recommends 
current idea not .be adopted. 




Employee Suggestion 

FD-252 JRev.^9-^1-59) 




To: 


, Director, FBI 




Division oi Assignment 

Philadelphia 


SUGGESTION 


To readily .distinguish a A)^nding file_fr6m a clos^ 
file and thus diminish the pbssxBoLlity of pending fiLesBexip 
“inadvertently filed in the Closed Files Section, it is 
recommended that a reversible red file cover with standard P 
brown Bureau cover bn reverse side be placed on all pending!- 
files as they are opened. ^ 

'''' 

^ \ 

Current practice or rule (Include manual aitation as iwell as facts) « ^ 

Reuse ofVWjIe fronts as backs (II-S-7a)r~i " ^ | 


Advantages of suggestion and annual savings (include basis for estimate) 


in transit // / 

Files -Section'. » j 


Facilitate location of pending files in transit 
through office and prevent misfiling in Closed; Files -Section'. 
Reduce time and effort made to locate pending files for 
matching of incoming correspondence and requests by Supervisors 
and other personnel. It is felt that the cost and stocking of 
different colored file fronts would offset the small advantage 
to be gained. 


REC; 13 





Disadvantages of suggestion 

Initial cost of red file cover. 


^7 

.12 DEC^1866 


(The use by the United States of my suggestion shall not form Jhe basl 
assigns upon the United States. 1 understand that 1 will be considered 
within two years after submission.) 

I^^Mr. I I Mrs. CDmIss 


•Recommendations and comments of Division Head j.j. jj^g beiieVed ' that thO benefits re- 

ceived in the event this suggestion is adpp1:ed wouldbe sufficient to 
overcome the cost of putting it into effect./^ //^ ^ 


^ heirs, or 
Ion is adopted 


(Do not writeiln this space for Bureau use. only) 

^Bureau ^ 

2 -Philadelphia ^ 

GHD : C JK 


oM Title 

Ln unarge 


V 




OHiONAi rotMl^o. 10 

MAY %96i fOITION f' '> 

G»A CfN. «0» NO. 27 \ M 

UNITED STATES gQ/e 

Memorandum 


5010-106 


lERNMENT 


TO 


FROM 


Mr. Tavel 


L. E. Sh 


jy 


SUBJECT; 





DATE: 1-4-67 


Tolson .... 
peLoach . 
Moht - ■ 

Cosper 
CaUohcrt . 
Comad 
Felt 

Gale .1 1 .1 1 1 


r 


RM 4-94 




Boson r_ 
Sullivan — » 
Tavel 
Ttolter 
Toie. Boom . 
Holmes ■— »,» 
Gandy 


b6 

Form 4-94 is used in the Consolidation Unit of the Records Branch b 7 c 
to indicate the serials which have been removed from file and destroyed. It 
is requested that the wording on this form be revised per attached sample 

A requisition for a supply of the revised form is attached. 

RECOMMENDATION : 



That this memorandum with attachments be forwarded to the Forms 
Desk, Training Division, for appropriate action. 




Q 


f 4-94 (Rev. 9-24-64) 



r‘ 


SUBJECT FILE NO. " 

FOLLOWING SERIALS REMOVED FROM FILE, AND, 
DESTROYED IN ACCORDANCE WITH AUTHORITY 
.CONTAINED IN 


DATE 

Initials. 


, 

c yrr\: y- yC-C ^ 



ENCLOSURE 





SiJBjfiKiT • = iPlLE' KO'7' ' ^ ^ """ ~ 

le. - * ' 

ALL SERIALS, EXCEPT' THOSE REMAINING IN FILE AND THOSE LISTED. AS. CHANGED ON ; 
THIS SHEET- WERE "SKIPPED” OR WERE.REMOVED FROM FILE AND DESTROYED IN 
ACCORDANCE. WITH AUTHORITY CONTAINED IN 







(TAB CARD* IN THE NUMBERING UNIT 
INDICATES ACTION TAKEN)! "" DATE 




1 1 


INITIALS 






J>ROPnSTD RKVTRTir) 4~94 


5?y 



(SUBJECT) 


(FILE NO.) 







ALL SERIALS, EXCEPT THOSE REMAINING IN FILE AND'THOSE LISTED AS CHANGED ON THIS SHEET WERE “SKIPPED" OR 
WERE REMOVED FROM FILE AND DESTROYED In ACCORDANCE WITH AUTHORITY CONTAINED IN 


(TAB CARD IN THE NUMBERING UNIT 
INDICATES ACTION TAKEN) 


INITIALS 




PRINTED REVIST^n .4-94 



O' 






Febmary 6, 196T 
PEESOJiTAIi 


To!scr m 
DeLoach » 

Mohr ,.,.i. >■ 
Wick 
Casper' 
CaUohon , 
Conradi 
Felt — « 
Gale 
Hosert 
Sulllvaa - 
Tove! . 


b6 

b7C 


Federal Bureau of Invest^atioii 
Houstoiii Te:sas 


Bead 



1 have received year suggestion tha ^^hibi t envelopes 


33 

m 

o 

c5 

m 


be utilized as file backs*^ After careful ev^aluatioa/ it has^^aeciaea 
our present procedurjB is preferred since these backs provide more 
protection for Uie maierM in file. 

*'.V" 

The interest v?hich prompted you to submit your idea to 
me is, indeed appreciated. 

Sincerely yours» c 


P. Effgar" Hoover 


"CD g 




o 

70 

o 

o 

3r 


CD 

cr> 


can 


\y/ 






2 - Houston 

1 - Field personnelfile 
1 - Suggestion file ^ 

^ Personnel file of SA | 

NOTE: Suggests back file covers be eliminated and -replaced with the 

Manila envelopes, nowTibeihg used as exhibit envelopes. 

t ' , 

Files and C.ommunic^ations. and Training Divisions oppose 
adoption as did SAC Whaley, Houston^ Idea would riot be practical due to the 


-m. 


TroUer 
Tele. Room,. 
Holmes...^ 
Gandy 



(CONTINUED - OVER) 




>»AU, ROOM 


J 






' j .piioblems invoivedin filing-^d iian The file back now^ cpntaihls 

imprecated prongs ito preclude tearing mate^^^ 

could not be* obtained in this -fashion.. We. use the *best heavy ;card- material 
.which; can be.pbta.ined for ihese ’backS/due to the usage files receive. Jn- 
. kd^itiohj when several exhibits ar,e placed in envelope; shape is changed, 

" " ithpcdihes bulky and would be a poor substitute for rigid' file back. 






Emplq |e SugaestloQ 

9-llrS9) 


Director, FDI 


SUGGESTION 



P ■* 1/30/67 


Division of Assignrasnl 

Houston 


me 


It is sugf?'este<i 'back/covers be elimingtsd and replaced > 
'With the B X 10 manila envelope presently being used ad an oi ^ 
exhibit envelope. ^ m 



m 9- 


Re- 


current practice or rule -^include inanual citation ds well as facts) 

■Rich file has a-. front, end back cover and, inhere an exhibit is 
file, an 8 X 10 manila envelope is placed in the file. 


Adv<mtages of suggestion ond annual ^savings (include basis Jor estimate) ~ 

; bra*ctically all TPIO,, ITSP, BR,< TJPAP .cases will have exhibit's and 
also a great. number of. other type cases. ?!he file is made up with 
a front and back cover .and when an exhibit is received, the clerk 
> must open up the. file and insert the exhibit envelope* 

It is felt the back cover is unnecessary as the exhibit envelope 
is strong enough to b© a backing and the use of the back cover 
can be eliminated and this cost saved. Another savings would be 
affected by eliminating the extra step of the clerk inserting ihe 
. exhibit or) vel ope in >/,ell over 75 of all cases,. 


Plsadvcntaaes of suagesllon 

The manlla envelope might not be as strong as the back cover but it 
is felt it could be made of stronger paper or just the holes reinforCe< 
if necessary s p 

_ 


(Thd'jiso byltho United States of piy' sugaestlon shall n.pf ^orm the basis .of. a' further claim of any nature’ by me, my heirs, or 
assigns upon the United StaVes. .1 understand that l VlU be .considered fl ’ n.ls ddopled 

within two' years .after sttbml^slonr) . 

E3gr. □Mrs. Smiss ^ ^ 

et 


B.ecommendaUons and comments ^f Division Hoad ' , ' * ' 

It does pot appear that this sug^aitlon, would be practical in view of 
the problems involved in filihg Shd hanjilijng. Heb.ommendatioK 
unfavorable. f ' ' - 








■>« -V 




February 2Ij 1Q67 
PB3SS0NAL. 


r ecierai Bureau of invesug^bh 
iPittsbui^, Pehnsylv^a 


Dear 



I have received your suggestiba that a particular 
product be utilized by oiir offices iu prep^ng files which will be 
iocatedpn open shelves! TMs matter was tiioroughly ev^uated 
at ^e time our current procedures in this regard were placed ^ 
into^effect and it was decided the esipense involved- was hbt 
warranted* In addition, . the file ends are, more durable :^d more 
easily adaptable to-the varying thiclmesses of the consolidated 
files than the, commercial product. 

The interest which led you to submit your ides to 
me is indeed appreciated. 


EEB^l 1967 


Sincerely -yours, 

^ ^gsr Hdc)5^" - 


1- 1-*“ ! 
i- 






2 - Pittsbur^^.>^,, bOM /i ‘ 

1- Field personnel file JyCrn ^ 

1- Suggestiomfffi _i 0^<fiEagl>:7 
: Personnel* file of 

^ /6) ^ (Suggestion '691-67^d%dl*2^16/,67) ^ , 

ft ')NO.TE: . ^^|i.gdggests use-64'a^pr^scprea cover,,": Which has 

been made by the ‘Remin^on Randldorpbration for 
kAAiQfiic^fi^'JUse in .preparing closed, consolidated files in offices having open- 

: maiUoomCD TELETYPE UNIT IZIl - (CONTINUED OVER)*^ fj “ 
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was one of two original suggesters for use of this 


type of file end on consolidated volumes. At that time (7/1/63), a, six- month 


trial of this m^hod was made by Houston Office and the Inspection Staff 
thoroughly evaluated the commercial product as compared to preparation 
of these ends by our personnel in field offices. Since the commercial 
product was quite expensive, it was decided that file ends be made from oiir 
present file backs by cutting a strip the desired size and folding to create a 
file end due to the advantages set forth in above letter to suggester. 

Training Division recommends current idea not be adopted. 





^ - • 


o 

0 



Director, FB! 


SUGGESTION 



2/16/67 


Division of Assignment 

PITISBURGH 


That the enclosed sample of a pre-scored "file end-fold, cover", whi 
has been made hy_^4he Remington Rand Corporation for the Pittsburgh 
Office be utilized in connection with closed, consolidated files in 
offices having open shelf filing. The sample end -fold cover would 
replace the present system of preparing and placing the present 
end-tags on above files, which is time consuming. 


Current practice or rule (Include monuol citaiior> as well as facts) 

SAC Itr, 7/9/63}' 63-33» File ends, of desired width, may be made from 
file backs and placed over acco fasteners as the first and last item on 


—pi ifj — vixis uuner crea - T>e - -a— aurapxe ena - i - op — cacn x x ■ . : ^ ^ 

Advontoges of suggestion and onnuarsavingS'CincIude oasis for estimat^ 

-Advantage of suggestion, will afford a uniform method throughout Field 
for end numbering, -on closed consolidated files. It will also eliminate 
^clerical time required cutting, scoring, hole punching and stapeling 
Jthe end tags to the backs of the closed consolidated file. 

Continued - 


Disodvantoges of suggestion 


There appears to be no disadvantage to this suggestion, as it will 
afford a \miform system throughout the, field and, at the same time 
save clerical time. 


(The.use by the United States of my .suggestion shall not form the b 
assigns upon the United States. I understand that 1 will be conslde 
within two years after submission.) 

IxJur. I I Mrs. I ! Mil 
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Advantages of suggestion and annual savings continued,. 

Below approximate cost comparison figures are arrived at on basis 
of p\ir chases of 20,000 lots* 


Cost of present method 

1. Clerical (GS3) time to cut 
score, punch and place end 
tag on consolidated file 

1-1/8 min. of .06 per file .06 

2. Cost of 1 cover and back .0^25 

lOi^ 

Proposed cost 

1. Clerical time 0 

2. Cost of one 

end -fold cover .10 

10 ^ . 

Savings of per consolidated file. 

The file covers and backs which are removed from the files to 
be consolidated could be reused for opening new cases. 
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OeLoach . 
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BlsKop , 
Casper . 
Callahor 
Conrod^ 
TeU- 
Goite » 
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SutUvon 
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Federal Bureau of fiivestigatioa 
Dallas, Texas 
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Dear 


HfirUC'HT" 


-t^liaak you for the suggestion ttot our rules be changed 
to permit aie"retehtlo^£^eid;ilaJ^^ particular period of time 
wifliout haying to recharge or return them. As a matter of possMe 
interest to you, similar proposals, have been coasWered in the past 
and not adopted, It is believed the present rule discourages any 
tendency to retain seiials unnecessiwily and helps to preyentTosses 
or to discoyer them.more quicMy If they Should occur. 

Although fevorable action was not taken in this instance, 
t appreciate the interest you displayed in giving me the benefit of your 
observations bn ttls matter. 



i&p? 


2 - Dallas 

1 - Field persopnei file 
1 - SuggestteM.ttle 


Sincerely yours, 

%ar Hoover 




h- Personnel file of,SAj 




, , ‘45 days with one recKargejaUpw.edibie-ichanged to permit 

to keep serials without any recharge for 180 days. 


MAIL ROOM 


OmL — J TELETVPEUNIT 


jll& 


□ 


^ bh 3i/i 

(CONTINUED - OVER) 


only be charged out to an a gent for 

the agent 
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Similar ideas have been considered in past and not adopted. 
Present rule discourages any tendency to retain serials unnecessarily and 
helps to prevent losses or to discover them more quickly if they occur. 
Files should be maintained as complete as possible at all times for benefit 
of office and supervisors. At present, a serial may be recharged once 
and this automatically causes the agent to review the matter at hand to 
ascertain if aU necessary action is^:being taken. The 4 5- day rule, helps 
to maintain a tighter control over files and this is deemed to be in best 
interest of our operations. The longer a serial remains out of file, the 
more likelihood of its becoming lost. In addition, the line must be drawn 
at some period of time and the 45-day rule is considered to be appropriate 
since bulk of our cases are handled within this period of time. Training 
Division recommends idea not be adopted. 


2 







8/3/67 


Division of Assignment 

DALLAS 


SUGGESTION 




It is suggested that the rule that serials can only 
be charged out to an Agent for 45 days with one recharge allow 
be changed to allow the Agent to keep tiie without any 

recharge for 180 days. It is pointed out that in most conipli 
and involved cases, and in particular, accounting type cases, 
because of the 45-day rule, serials have to be recharged two a' 
three times during the course of the investigation. This is 
created because of the following reasons: 

(Continued on pages 2 and 3.) " 

^ ptL’kS 


Current practice pr rule (Include manual citation as well as facts)' According to Part II, 3D, paragrap 
7P on page 11b of the Manual of Rules and Regulations, it is 
stated that serials may be .charged out ”45 calendar days,” 

— r-v-- (G6nt i. nu 6ddo 

Advcm^tages of suggestion and annual sayings (Include J>asls /or estimate) * 

The advantages of the suggestion are twofold: 

1. To eliminate some work in the Chief Clerk’*s Office. 

2. To' save an Agent time in the reoh 0 (;rging of serials 
during the course of an inyesti^tioii. 


Disadvantages, of suggestion 

The writer can see no disadvantages to extending the 
45-day rule, mainly, because there is Always a copy of each 
serial in the file for the supervisor’s review. 


(The use by the United States of m/ suggestion shall not form /he basfs 
assigns upon "the United States.^ I understand that I will be. considered C 
within two years after submission.) 

t^hir. L — I Mrs. , I • l utjtR 





Recommendations and comments.oi Division Head 

I believe this suggestion has merit, but I would recommend 90 days 
without a recharge, and then one recharge for 90 days. ^ . 


JpjBCial Ager^<j"i'Bre^a5?(ge 


DL 66-1466 


(Suggestion- continued .)* 

' Upon completion of the investigation, the matter 
is presented to the USA for his prosecutive opinion and after^ 
presentation for the prosecutive opinion, it is from- 30 to 90 
days before the matter is presented to a Federal Grand Jury. 

This is c^s,ed, due to the fact that Federal Grand Juries are 
only convened periodically in the smaller divisions. 

After the pres^iation to the Federal Grand Jury, the 
serials and- exhibits are then needed for pretrial conference 
with the USA and- subsequently for trial. It is noted'that 
between' the return of ari Indictment by a Federal Grand Jury and 
the trial date, that serials and exhibits would have to be returned 
to file and' again charged out for triai under 'the.rcurrerit 45-day rule. 

lii the case of .Resident Agents, this is a- particular- 
drawback and ha;hdicap. When the USA requests, some information 
or the clarification of a matter, the Agent then has to request 
the Headquarters Office to furnish serials and/or exhibits which 
are not ih: possession of the. Agent handling the case. 

It is further* noted that in the many type of classifications 
where the OO-rday report rule is in effect, that serials have to 
be r^echarged or returned to lile that willlbe used when the Agent ' 
prepares a report at the end of 9,0' days, and .this certainly causes* 
unnecessary returning arid recharging -of serials in these particular ‘ 
classifications . 

Here again, it is particularly true of the Resident Agent 
in his [preparing of reports where the file is not readily available.' 

It is further noted that in addition, in fugitive type 
.cases, as an example, the photograph of .a subject, is normally 
neVded by ah Agent to whora the case, is assigned for his investigation; 
and in many cases, the photograph is needed for jnuch longer than 
the 45 days which, is the curreiit rule for recharging serials 
or returning them, to file; ^ 

, .f 

There does hot, appear to be any real reason for the 
recharging of serials within, 45, days , as there is a copy of 
each communication in^ the file for the supervisor of the case 
and the recharging ;bf serials every 45 days appears to create 
unnecessary work on the "Chief Clerk's Office. 


2 




DL 66-1466 


It is the . opinion, of the writer that the Agent to 
whom a case is assigned should be able to, if he so desires, ^ 
•ke,ep copies bf any serials in a matter which he is investigating, 
until the case is closed i ’ , 

If the Biif.eau does ’not dbsire to consider changing 
the charge- out rule from 45 days to 180 days, it is, respectfuMy 
suggested that consid.eratibii be given to changing, the rule to 
90 'days. 

(Current practice 6r^ rule continued.. ). 

If transferred, fechar.ge them. On the 45th day, 
the person to whom charged must submit •j’echarge if retail\ed. 

One ^recharge is permitted.. 


li- 
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UNITED STATES GOVERNMENT 

Memorandum 

Mr, Tavel 


D 


DATE: 8-23-67 


FROM 


SUBJECT; 


L. E. Sh 



■"^ILE INVENTORY - LOCATES 


O 


Tolson 
DoLoach ^ 
Mohr 
Bi^op ^ 
Caspe; 
Col!<^an^ 
Conrad ^ 
FeU,-^ 
Cole -- 


Rosen ■ , „ 
Sullivan 
Tavel r --- 

TroUer 

Tele. Room . 
Holmes ■i— « 
Gandy 





The results of the recharge of files conducted on 
7-28-67 have been tabulated and reflect^ that sixteen files and 
three enclosures are unaccounted for at the present time. 


As a result of the last previous recharge on 4-28-67, 
forty files and six enclosures were unaccounted for. However, 
thirty-three files and five enclosures were fpund leaving a total 
of seven files and one enclosure on locate. From the file inventory 
on 7-28-67, nine files and two enclosures were added to the list 
of items unaccounted for. These locates receive constant attention 
and every effort is being exerted to find or otherwise account 
for each of the nineteen items. 


RECOMIENDATION; 



REG-9 C C 












UNITED STATES GOVERVMENT . 

Memorandum 
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PARTMENT OF JUSTICE 


0 


TO 


4^: 


p 


: Mr. j. Edgar Hoover ■ ‘ 

Director , 

Federal Bureau of ‘ Investigation 

-C» • ^ ! 

I • t ^ * 

FROM Tj R. F. Albrefcht ^ , , 

/7 cl/^^6hief, Employee Relations* Section' ' 

(y . ' ' ■ '/ '• , ■ . ■ ’ ^ ; 

subject: Suggestions CS 68-7, CS 68-8, CS 68-i9 ^ 'a 


date: August 8, I 967 


The attached. employee suggestion is referred to you for , 
investigation and a specific recommendation for or against its 
adoption. . ^ 


.Mr, TolsonljjL- 





If your recommendation is favorable, please indicate the 
estimated savings for the first full year of operation or, wheressi: 
savings cannot be estimated, the amount of award that would be ' 

appropriate.^ If the suggestion is not recommended’ for ^option „ 

the.-reasons'-shoui^d- be” clearly'stated so the inf omation may be 
quoted to the employee. ‘ 

■ — ’•’In" the event a complete evaluation cannot be made, please 
consider a tentative rejection, giving the appropriate reasons 
'and a commitment to reopen the file at a later date, if warranted. 


SK’.' Conr.-id 

Mr., P-Mt. 

Mr., Ga!c„., 

■Mr. Rosen 

Mr, Suilivaiu p. 

Mr, TaveL. 

Mr. rr*:terl, ; 

;TcIe, Room*. 

■ M.’ss H'.haes 

Miss Gandy. 






Please forward your recommendation b y Angus t; 
the personnel office in order that the processing sof ine sugge st ion ^ • 'Sj 


may not be delayed. 


mm 


i ‘'r4' 

1 


Your continued cooperation will be. appreciated, as the timel^ 
evaluation of employee suggestions helps a. great deal in. prompting 
and maintaining interest in the Incentive Awards Program ' 

' I ^ I .> i- t » vrt. i,„ , ' 

iF , * \ 

Wn 

B7. Ai 

V'M']! 




... V. ifc.TrvrW 
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Assistant Attorney General for Administration 
^INTERDEPARTMENTAI. SUGGESTipN CS 68-T 




K 


Toison ■-». 
DeLoachr. 
Moh: 
Bishop 
Ccspet M 
CaJfcJiao - 
Conrad;^ 


Gale 

Rosen .1^ 
SulUvoca *. 
Tcvel , 


8/18/67 



Reference is made to the captioned ^ggestion which was 
forwarded to the FBI by Form Np.. AD-91 dated August 8, 1967. 

The suggester proposed that only the spindle, or prong, 
portions of Acco fasteners be used in files. From prior esperience, 
we have found that such a practice was totally unacceptable since mate- 
rial would not remain securely in the filesi As a matter of possible 
interest, we purchase file covers and baciss with locking portion already 
attached to the fonner and the prong portion to the latteir. This has 
proven very satisfeCtbry to our operations,. 

Your thoughtfulness, in submitting this suggestion for our 
consideration is appreciated^ 



JERrmem 

(•4) 

ffpTE: 




Based .on memorandum J. J. Casper to Mr. Mohr, .8/17/67, ^ 

re: Interdepartmental Suggestions CS 68-7, CS 68-8, CS 68-9 
JER:mem. > 


■ • -MAILED 3 

vr 

%\iG 18 1967 

, COMM-FBl , . . 




TtoUet 
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Gchdy 
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~ ^ ^ UNITED STATES GOVERNMENT , 

: M ■ 

TO , i, /Mr., Mohr , . 

0 

FROM ,,j„ j- Casper 


Tolscn . 


OcLooch . 
‘; *K?ohr . 


’ •' . "Bishop . 

Cospcr . 


DATE: 8/17/67 > - : 


Collohon . 
\ Contod ^ 

TcU 

Golo 

Boson «. 
'* Sullivan .. 
Tavcl — — 


Troltor* 


Tolo. Roocn . 

, Holocs 

Gondy . . 


SUBJECT: INTERDEPARTMENTAL SUGGESTIONS - I 
CS 68-7, CS 68-8, CS 68-9 ‘ 


* I 


. „ / /„_ /,By letter dated. August 8, 19,67, the Department forwarded, three ' 

suggestions for our consideration and .recommendations. 

J ■'■■■■ 

CS 68-7: » / Proposed that only the spindle, or prong,' portions of Acco ^ , 

' ; fasteners .be used in filing and the compressors noLbe used. To 

■ T fasten filed material it would only be necessary to bend the prongs 

i /from vertical to horizontal- position.^ - 

Files ’ a nd Communications Division" advised we have found from prior 
experience, the suggested procedure was totally unacceptable since material would not 
remain securely in the files. At present we purchase file covers and backs with the 
locking portion and prong portion respectively attached. This has proven very ^ 
successful , For these reasons the suggested procedure is unsuitable for us. 

Proposed that Model .914 and Model 2400 Xerox Machines' be V 

modified by placing straps or tape between, the ‘paper-receiving tray 
and also the paper transport unit of the niachines to prevent' breaches 
of security caused by having copies of classified material failing to 
be ejected’and remaining in' the^, machines unsecured'until such time / 

as machines are serviced. 

Administrative Division advised we have never encountered the difficultyC\ 
described by the suggester in connection with our machines hehce they were in no positj^n] 
to make a definite recommendation pro or con. Training Division does npt believe the 
modifications are necessary since. our procedure of accounting for copies of material 
reproduced makes 'it unlikely that copies would remain oyerlooked in the machine. 


CS 68-8: 




CS 68-9: 


Proposed that GSA Retail Stores stock the take-up spools for 
typewriter ribbons^ for all makes of typewriters. In this way substai^al 
'^savings in service calls could be. effected when the spools must be q 


repaired o^,re^lace^, ^U-r3L^J'4 '^] ^ $ 


fci III* 


rr<r //. JxOW lySGQRJDLD' 

Enclosures AUG 28 196^ . -ok laci? % 

JER:mem. ; , . ' • (CONTIN UED^r , 


.J 
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UNITED STATES 



ERNMENT 


Memorandum 



TO 


FROM 


Mr. 'Tavel 


L. E. 


J/ 



SUBJECT: 


DATE: 8-24-67 


(p'lJ' 


// CHARGE -OUT OF FILES 
'■ ■"FIEESlsaSoe^^K^NIGATIONS-DrV'-ISION. 



Tol^n jj.j .. 

DeLoadb 

UqU, 

Bishop - 
Casper •->— 
Callohcn ~~ 
Conrad 

FeU-- 

Gale 

Bosen 

.SuUlvcn i—. 
Tavel I 1.^ 
Tfotlec 
Tele. Boom 
>Ho!mes . 
Gandy 


During the last inspection bf Files and Communications ^Division, it 
was suggested an appropriate survey be conducted to determine if the utilization 
of a duplicate charge -out /form, with any necessary modifications, would be 
feasible and more econ9mical than the present system utilized in the Filing Unit. 
This same suggestion l4d been made several times in the past, and previous 
efforts to combine the charge-out slip (Form 4-5band the serial marker (Form 
> 4-49) have not been successful. However, it wa^"^ agreed that a new comprehen- 
sive survey would be made in an effort to once-agaih objectively resolve this 
question. 


K 

Q 


The Filing Unit has fully explored the Inspector *s suggestion and has 
again determined that the idea is not feasible for many reasons regardless of 
cost considerations, which would not be any less than the present systeni. An 
explanation of the present system is set forth below, followed by an analysis bf 
the problems that would be encountered if an appropriately modified duplicate - 
charge-out was utilized in place of the serial marker presently used for file 
delivery purposes. 0^ 


PRESENT PROCEDURE’: 


RE6-4I 'WO; 


a 3/ 9 


Mf 


Requests for files are recorded on a charge-out slip (Form 4-5) pre- 
pared by the requesting employee or by employees assigned to the Filing Unit 
to handle telephone calls requesting such files. The charge-out slip is then 
quickly transported by pneumatic, tubes from the central File Request and Transfer 
Desk to the appropriate subunit File Request Desk servicing the classification of 
the file requested. Upon receipt of the request, the subunit File Request.Desk 
employee prepares a serial marker (Form 4-49) in connection with other duties 
and clips the two forms to a ch^ge-out card. An employee assigned to'piill files 
then removes the requested file from the cabinet, places the charge -ouWherein, 
and the serial marker is* inserted in the file to mark a serial or is clipped to 
the file if no specific serial is requested. The serial marker form contains 
information concerning method of delivery, date the file was pulled, name, and 
room numb& of the requesting employe^, subject of the file, serial desired, and 


a notatio 

' Enclosur 
LWB:jam;ifc 
(3) 


if the file is to be looked up to da te. 





CONTINUED - OVER 
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Memo L. E, Short to Mr. Tavel 
Re : INSPECTION 

FILES AND COMMUNICATIONS DIVISION 




8-24-67 


The basic data such as method of delivery and date are 
mechanically stamped on the serial marker in advance by the use of 
a tickometer. However, the employee handling telephone duties on 
the subunit File Request Desk copies the supervisor's name, room 
number, and subject matter on the serial marker from information 
on the charge out slip. The Inspector felt that the copying of this 
information could be eliminated if the charge out slip and serial 
marker could be combined into one form prepared in duplicate. The 
original could be utilized as a charge out in the cabinet when a 
file is removed and the duplicate could be utilized as a serial 
marker or routing designator. The Inspector estimated that this 
would eliminate executing approximately 4,000 serial markers per 
day which requires in excess of 16 hours per day or two clerical 
days at the rate of four serial markers per minute. However, this 
apparently did not take into consideration that the employees who 
do this work on the various subunit File Request Desks must, of 
necessity, remain at the desks to handle telephone coverage and that 
they must be kept occupied between telephone calls. Direct calls 
to the individual subunits are not so numerous that they would 
normally cause a delay in the handling of file requests. Also, no 
improvement in service could be expected if the execution of a 
serial marker was eliminated because the suggested system would 
delay substantially the pulling of files inasmuch as it would be 
necessary to perform additional clerical functions to separate charge 
out slips, dispose of carbon paper (unless expensive NCR paper used), 
and possibly a perforated portion of the* form. This system still 
would not eliminate the need for serial- markers, particularly where 
more than one serial in a file is requested although such serial 
markers v/ould not need to be fully executed. 

Considerable thought was devoted to a possible modification 
of the charge out and serial marker forms. Exhibit A attached dis- 
plays the current forms and Exhibits B and C attached are two samples 
of various modifications considered in ah attempt to successfully 
combine these two forms for the purpose suggested by the Inspector. 
Exhibits B and C are not satisfactory for use to be executed at the 
same time because of several problems. Both samples would have to 
be made on carbonless paper such as NCR because of the housekeeping 
problem that would otherwise be created by over 4,000 pieces of 
carbon paper being discarded in the files area every day. These 
would therefore be considerably more expensive than the present forms. 
Also, duplicate forms would not be needed for an average of nearly 
1,000 file transfers executed daily on charge out slips, so there 
would be a considerable waste. daily of expensive forms or it would 
be necessary to stock a supply' of the present charge outs for this 
purpose . 


(CONTINUED-OVER) 
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MemoL. E. Short to Mr. Tavel 8-24-67 

Re : INSPECTION 

PILES AND COMMUNICATIONS DIVISION 


Sample B presents a problem for employees receiving rapid 
telephone requests for files inasmuch as they must take one duplicate 
form off the stack at a time or the impression will be transmitted 
through two or three carbon copies of forms if they write on top of 
a stack of forms as they do normally. Sample B is not large enough 
to serve as a serial marker and it would often get lost if placed 
in file as a serial marker. It would therefore be necessary to 
clip Sample B to the file and indicate the serial by inserting a 
serial marker form with only the serial number written thereon. In t/ 
connection with sorting files for delivery as well as the actual 
function of delivering the files, it would be necessary to physically 
handle each and every file because the delivery data would be attached 
to the top of the file. Presently the serial marker is clearly 
visible inasmuch as it extends, beyond the edge of the file and even 
though files are stacked on trucks, pertinent data is available 
without handling each file. Supervisors also review this information 
on serial markers by looking in their office cabinet drawers when 
checking files to comply with the Bureau's rule concerning the 
retention of files for a period exceeding five days. 

Sample C overcomes the problem of the carbon impression 
being transmitted through other copies of forms^since the serial 
marker copy is of heavy paper stock, and it w,puld also provide a ' 
ten-inch long serial marker as well as a charge out form. However, 
the serial marker portion of this form is too large for transporting 
in the pneumatic tube system. From experiments, conducted with 
Samples B and C, it appears that the chance of'thuman error in copying 
information on the serial marker from the charge' put is actually -Jr _ 
less than the illegibility problem existing with*- carbon, copies. 

If an illegible carbon copy is used as the charge out,, the location 
of the file may not be known; and if the i^egible carbon copy is * 
used as the serial marker or delivery slip, the^' file may be delayed ' 
or delivered to the wrong room number. If ei-ther Sample B^pr C .were 
used with NCR paper, these forms would have to be printed outside 
the Bureau by Government Printing Office and a supply could not be „ 
obtained quickly in case of emergency as it would take 60 to 90 days 
to receive an order. Alsoj the Administrative Division has previously 
advised that it is impractical to use light and heavy paper stock 
together in forms such as Sample C. 

Another problem with both Samples B and C is that the 
carbon paper will not transmit a rubber stamped impression on the 
carbon copy and this would slow down operations as a rubber stamp 
is used to prepare charge outs on large specials. A duplicate charge 
out system would also require that supervisors who now execute file 
requests on charge out slips either stamp both copies or prepare 
them in longhand. 


(CONTINUED-OVER) 
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Similar suggestions have been submitted on three previous 
occasions and have not been adopted. One submitted on 10-6-53 by ^ 

of the Records Branch was, considered by the 

Executives Conference memo dated 11-5-53 (66-818-3668) . The 
Conference was unanimously opposed to the suggestion and recommended 
unfavorably because of the expense involved in preparing a combined 
file charge out and serial, marker with carbon between the two. A 
si milar suggestion was again submitted in November, 1956, by 


SA [ I Investigative Division (66-2319-64),.^ By memo 

from Mr. Short to Mr. Nichols dated 12-10-56 (66-2319-62) the 
observations of the Records Branch were set out in detail, and by 
memo from Mr. Tamm to Mr. Tolson dated 12-12-56 (66-2319-63) it was 
re commended that SA Adams* suggestion not be adopted. On 6-5-59 
SA of the Investigative Division submitted a similar 

suggestion (66-7294-232) and it was not adopted for reasons set forth 
in memo from W. G.* Eames to Mr. McGuire dated 6-18-59 (66-7294-233). 
The disadvantages to combining the charge out slip and serial marker 
form were practically the same then as they are today and the reasons 
for not adopting these suggestions still appear valid. 

RECOMMENDATION ; 

That this memo be referred to the Inspection Division for 
information and that no further consideration be given to the 
utilization of a duplicate charge out form for the purpose of com- 
bining Forms 4-5 and 4-49. 

5T 
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EXHIBIT B - SAiDPLE COMBINED FORM CONSIDERED 
(Combined charge out and serial 
marker in duplicate) 
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August 30, 1967 


REG. 44 





FSRSONAL 


Federal Bureau d£ luvestigatloa 
New York, New York 


I have received yoiir suggestion concerning the 
use of file fasteners wMch would permit.access to serials for 
removal either from the top or bottom of the filet After care- 
ful consideration it has been decided that the benefits of your 
proposal are outweighed by the disadvantages such as Increase^^ 
cost, possible Bsstra. bulk, and the fact that, at most, it 
be effective for only half of the file. cr 


Althoi^ your idea was not adopted in this in- 
stance, 1 appreciate the interest and initiative which prompt^ 
you to submit It^ 

Sincerely yours, 

J. Edgar Hoover 


MAILED 30 

AUG 30 1967 

COMM-FBt 


1 - Field personnel fUe // / 

^ 1 - Eersonnei file of I ^ 

^^p^JER:mem ' . 

|] (6) (Suggestion 130-68 dated. 8/22/67) 

" NOTE: I 1 Suggests use of file fasteners which would permit removal of 

J iserials, either froni top or bottom of file, « 


MAiUROOM a TELETYPE UNIT □ 


(CONTINUED - OVER) 





Training Division is opposed^for reasons set forth in 
reply to suggester. Most feasible ways of achieving results of idea 
would require use of ring-type binder or some sort of double Acco 
fastener either of which would be more expensive, require additional 
filing space, and possibly cause more wear and tear on files. As 
noted, benefits would diminish proportionately as- center of file was 
approached. 


2 




r- 


employe^ Suggestion’ 
FD-252X1 1-14-5*5) 





8/22/67 


Director,, FBI 


SUGGESTION 



Employee assigned to (Division) 

NEW YORK 


is suggested that the Bureau employ on a field-wide basis a 
x^Pile-jCaat ener whi ch can be opened either on the t op or bot tom of 
the file to permit remova]Tof serlSTs^f rora t^ top or"^ 

bottom of the file. 


Current proctlce or rule (Include monual'cltatlon'as well as facts) " ■■ 

Current practice involves use of a fastener which only permits 
:removal of serials from a file from: t^ top. / - _ ,/ 

m * 


Advantages of^suggestion. ^ ^ ^ 4« 

(see attached page) { 


F! 




Annual Savings (Show basls'for estimate) 

Cannot be estimated 


REC-44 

2.3 /-^ -’-/.P 


hSI 

8 

AUG 28 W * 


(The use by the United States'of rny. suggestion shall hot form'the basis oi'a further claim of any ha 
assigns upon the United States) illM> /ti ^ ‘ 

□ . I — ' 

Mr. I iMrs; I Im.g 

. _ , . , y.i/t.t/f.'i' , -■ m ' ■ I - 


Recommendations and comments'of Division' Head WV^* 'W 

(see attached page) 

- . S3 tti - Slgnalui 



Signature and Title /f 





NY 




Advantages of Suggestion 


It would be possible in files containing 
numerous serials to remove a serial from the top 
half of the file by removing the top cover of the 
filej while removing a serial from the bottom of the 
file by removing the bottom cover of the file. 

This would also alleviate the necessity for removing 
a large number of serials from the file to obtain one 
of the earlier serials placed in a file and should 
avoid some of the damage which nov; results when serials 
are removed f3?om a file and then replaced. Use of a 
device which would permit a file to be opened from 
both ends should also result in a saving of time on the 
part of clerical personnel when removing serials from 
a file. This would be particularly true in those ' 
instances where SAC letters. Bureau bulletins, and 
o.ther memoranda or communications are kept for a 
specified period of time and then destroyed, It^ would 
be possible to remove the items to be destroyed from 
the bottom of the file jacket without removing tiie 
more recent items in a file. 


Recommendations and comments of Division Head 


While it would be desirable to have a file 
which could be opened from top or bottom, it is < 
believed cost to insert such a fastener by employees 
at the time each file is opened and proper maintenance 
would be too high to justify change. However, suggestion 
is being submitted for Bureau’s consideration. 
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December 28, 1967 
PERSONAL 


■rEC-60 ^ 


b6 

b7C 

Federal Bureau of Investigation 
San Franclscoj California 


Dear 





Tolson ^ 
DeLbach ^ 

■'Casf^e^'^ 
CaUohan - 
Confod — 
Felt — 
Cole« 
Rosen . 
SuUivan^ 
Tovel , 


Thank you for the suggestion that the covers of 
personnel files be a different color than those used for investi- 
gative files. This proposal has been carefiiUy considered and 
it has been decided it should not be adopted. Due to the manner 
in v/hich these files are maintained, it is felt the additiona3^os|^ 
involved in obtaining colored fronts Is not ■warranted. ^ 

CJ 

Although favorable action was not , takefr^ttiis 
Instance, I appreciate the interest v/hlch prompted yo^t6 sQbmit 
your idea to me. 




Sincerely yours, 
(L Edgar Hoovyj 


CX9 

€S.y 


“ t«r 
> 


2 - San Francisco 
1 -f Field personnel file 

1 - Sugjgestion file ^ 

^ - Personnel file of 

(6) (Suggestion 457-68 dated 12/22/67) 

NOTE: Suggests the covers* of personnel files be .a different color than 

those of investigative files. A shade of green or some other 




I* Tiouer-, 
Tele. Rooia ; 

Holenes 
I- Candy 




distinctive color could be used for this purpose. 


W 18 






f 

maiuboorCI teletype wit ED 


(NOTE continued on page 2) 
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Letter to 


b6 

b7C 


NOTE (Continued) 


Training Division has discussed this idea with the 
Washington Eield Office and it has been decided it should not be adopted 
since 'no problem exists with handling personnel files in field offices. 
Manual of Rules and Regulations provides for ,the investigative file on an 
employee assigned to a given office to be maintained with the personnel 
file. Both files are then to be kept under lock and key under supervision of 
the SAC. In addition, only authorized personnel, such as, SACs, ASACs, 
SAC'S secretary, etc., are allowed access to these files. The oii^time 
they would be taken out of the space in the SAC's Office would be by 
supervisors when they prepare efficiency ratings, etc, Colored covers 
are not on general schedule and would have to be obtained from outside 
supplier thereby making them- more expensive. SAC Bates, San Francisco, 
stated. there has actually been no problem in the handling of personnel files 
in that office. Training Division recommends idea not be adopted. 
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Empj^^^Su'^gestibn 
",FD;^52 (R«v. 9-il-59) 


cp 







.Da te 


12/22/67 


To: 


Director, FBI 


Front, 


suggestion 


(SunoCTRlar's nnmal 


D,lvlsion b£ Assignment 

- San Francisco 


That the^^^5vers_jo.f_ personnel files be a different color; than covers 
of investxg a txve , files- ». :A^>^¥naae^or gr^^ ptner dxstinctxve 

"■ cplol?’“couX<^^^ used for this purpose. - . - 



Gurrent practice or rutbi (Include manual cltatlon-'as«Well' as factsj' 

Covers of all files, investigative and 
(FD-245) . ■ - : 


personnel, ,are identical 


y> 

r 


Advantages of suggestion, and annual savings (Include basis for estiroate)' 

A different color woulcJ; iimnediately flag the personnel file as sjpeciai 
from all others and as subject to confidential handling. This dif- 
ferent cover would immediately, be noticed in a group of files and 
.would insure, the perscinnel file being locked up <whbh the person working 
on it had to leave: his desk. . Moreover, since' the investi^t.iye files 
of employees, and pf their relatives and friends are kept t^i^same ^ . 

folder with personnel- .files , the personnel files wpuld ea^ly^^, 
distinguished from the others and could more readily b'^pickedgut . 
Further, this; other pplor would be obvious in a grouE^ff f^eljt^and 
would therefore be a safeguard against personnel file^^^^eing Tfe^led 
by unauthorized persons.. =. 




Tr- 




Disadvantages q£; suggestion- - - ^ . ...i 

The .cost of a different .color file jfrpnt would be the only- disadvantage 
However, the file fronts cpuld be replaced only as they, wore out, and* 
not in total immediately. Also, the same ^color file backs, now in use 
could be retained,, thus entailing np extrli .cost in that ;regard'. 


(Tho use' by tho .United States of-my suggostfon shall not farm the basis of a further 'claim .of any nature by me, ray heir's, or 
assigns upon this United States, I understand -that I will be considers 
within, .two years aftpr submission.) ' 

• I Mr. [^2] Mrs, I luigg _ 

- - Stenographxc Unxt Supervxsor 


[pted 


Signature and Title oisSuggester 


Recommendations ond .comments oi Division Head 

There are no apparent d.isadvantages to» the suggestion. However, there 
has actually been no problem in the .handling of personnel files iri 
this office. It is suggested that the B,ur/eau mvjht be in a,J)ett.eji. 
position to evaluate, this, ^suggestion. 
f_rnm_an_nvAFl-.a:ll_«;tandpnint.. CHARLES 


(Do jnot. write, in this, space • ior i^hredu use only) 
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October 25, 1967 
PERSONAL . 



yt., { , 


cs> 


/v Iss 


I have received your suggestion regarding the use of 
orange-colored paper for certain communications and for file covers 
v;ith the caution statement printed thereon when a subject is considered 
armed .and dangerous. You may be interested to Imow tliat similar 
proposals have been considered in the past and not adopted because 
of the time and expense involved in such a procedure, 

The interest you displayed in submitting your idea 
to^me ^'indeed appreciated. 




OtT 251967 

COMMTF3I 


Sincerely yours, 
iOk^dgar ^oQvgs 


Tolson 

DeLooch 

^•^ohr 

Bishop — 
Ccsper __ 
Collohcn _ 

Conrci _ 

FeU— — 

Golo 

Boson 

Sullivon 

Troiier 
Tele. R( 
Hol»os 
Gondy . 


2 - Cleveland 
I - Field personnel file 

^ 1 - Suggestion file ^ 

_ Personnel file of SA 
^ML:cam 

— (6) (Suggestion 235-68 ^ted./10/20/67) 


i , i * 

'b6 ■ 

b7C 


<~k 

'I ' 

,n4‘ 


E. 
>— « 

.. 5.1 


ivUl 

< «• ! . ~ . 


I 


NOTE: 
tageous. 


Suggester states he feeis'-'juse of bri^t orange' as an alert or 
flag involving armed and'^dan^erous subjects could be advan- 
He proposes consideration be given't'6 having bright orange cover 
for reports (FD-263), letters (OF-10), airtels (FD-36), etc., so it would 
be apparent from color that case involves an armed and dangerous subject. 

"'Tmr , c» v/ 

MAyLROOMl 1 TELETYPE UNIT LIJ 

/ (CONTINUED - OVER) 









b6 

b7C 


Also, suggests printing bright orange file covers of same tjTpe used on all - 5 

Bureau files with caution statement printed on this colored cover for use in 
these cases. 

The use of colored file covers for this purpose has been ; 

considered previously and not adopted. It was decided this would inject j 

another rule to be observed, another step to be taken in handling mail, and 
advantages to be derived would not be in keeping with work involved. Additional ; 
clerical time would be needed to change file covers as situation changes. , ; 

Caution statements deleted when subjects taken- into custody, making additional ' 
clerical steps necessary^ Cost for stocking forms needed in two colors would : 
not be warranted. In addition, mail in file of bright orange color would not i 
necessarily mean subject has not been taken into custody unless a file review 
is made. Training Division recomniends current idea not be adopted., S 


l! 


I 
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Emplo/c^ Suggestion 
i 4^-2S7rmev.V9«U-S9) 


(0 








o 


.Da te 


October 20, I 967 


To: 


Diroolor, FBI 


from: (fittnnmsUtT'R nnmot 


SA 


SUGGESTION 


RE 


Division of Assignment 

Cleveland 


: / Fil e s &. ./|5 or re sp.ond enpe^egard ing rmed , 

~8c Dangerous Subject's by ’ /I 

It has been noted that the Bureau has utilized various forms 
and paper of different colors very effectively -over the years, 
such as airtels being blue. Security Index verification forms 
pink, Buairtels green, etc., and a person is readily able to 
recognize the particular form by its color.. It is felt that, 
possibly the use of the bright orange c olor could be us ed as 


b6 

b7C 




an alert or flag in^case s involvi n g armed j, nd d angerous subjects. 

(continued. 



■A 

■N 

I'l 


Current practice or rule (Include manual citation as well' as facts) ' ' . ' ’ 

At present all correspondence regarding armed & dangerous subjects- 
merely has the caution statement typed on the communication. 


XV 

i 


Advantages of suggestion and annual savings (include basis for estimate) 

It is felt that through the utilization of ‘the bright orange 
color of correspondence & the file cover,, it would as. an 
immediate alert or flag to the. agent handling the case^as^well^ 
as the supervisor that this is a case involving an arffied Wd 
dangerous subject. * 1 ^- 

- fVv O 


r-* 


& 


V- if: 




In this way it will cut dovm on the chances of the^^'.cau^iorti . 

statement being overlooked and the possibility of -*ani agent^^ ||.|| 
being injured by ia subject because he did not see the, e-aution ||sy 


rr.i?rt 


tc 
cr. 
\ — 

0 : 

Cv) 

4 - 


§- 


Disodvantages of suggestion 


None 


I 

NOT RECORDED 
199 OCt 25 1967 


IS 


11 


o 

o 


c_‘ 

var 


o 

’§ 


.J' 

'' 1 ' 


(The use by the United States of my suggestion shall not form the 
assigns upon the United States. 1 understand that I will be conslderet) 
within two years after submission.) 

CZI Mr. 1— Jurs. t I Mi 


bas is of g further claim of any nature by me, my heirs, or 

bn is adopted 


>/r\ 


signature dnd 11(16 At bUQ^e&ter , 


Recommendations and comments of Division Head 


This suggestion appears to have merit. 





(Do not write in this space • for Bureau use only). 

^ C‘ 4,<Sw 
/O 


Charles G.s^euSmcfc^.'rtS'pecia^^^ 




rtvrusxO* 




- Bureau ] ~~ ^ 

2 - Cleveland (1 - 66-5052) (1 - personnel f^e SA 



EAS/Jky j(5). /; 





d 


o 




GV 66-5052 


Suggestion (.Continued) 

It has been found, as was noted in the recent Cleveland 
inspection that there is a possibility in handling a case 
involving an armed and dangerous subject, that the caution 
statement on a particular piece- of correspondence could be 
missed or overlooked resulting in subsequent communications 
being sent out without the caution statement being included.* 

In order to cut do\<m on this possibility the 
following suggestions are beings offered: . 

( 1 ) That the Bureau consider printing bring orange 
cover pages for reports (PD-263), letters (OP- 10 ), airtels 
(PD-36), etc. so that it will be readily apparent from this 
orange colored cover page that the case involves' an armed 
and dangerous subject. 

( 2 ) That the Bureau consider printing bring orange 
file covers of the same type used on all Bureau files with 
the caution statement printed on this -colored .cover for use 
in armed and dangerous subject cases. 
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Sdmaxy 16, *1968 
3PjB3SSONAX^ 
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Federal Bureau of lavestigatioa 
Philadelphia, Pennsylvania 

Dsar 

’Thank you for the suggestion that a particula^t^^e 
of' file hack be utilized by our offices in preparing fEes whi^will 
be located on open shelves, Thls maiter v?as tho^roughly evaluated" 
at the time pur current procedures in this regard were placd^ iiiild, 
effect and it was decided the expense involved was not waJ&aiited* 

In addition, Eie file ends are more durable and more ea§ily aiifepta^ 
to pie varjdhg iMcknesses of the consolidated fUes than af^cbmmercjad 


I appreciate the hiterest which prompted you to submit 
your idea to me* 

Sincerely yours, 

ot f „ Sldgar loom 


CO I CD / ' ^ 

2.-Phila^l^ 

f l - @el(^ersonnel file; 
i - Sfeegtion file: f — 

L't P^soMel file of| 

“ v,^L:cam 

^ (6)*^^ (Suggesti( 






(Suggestion 479-68 dated 1/10/68) ^ o 

OTE: jj . Shaw -Walker Cb. , manufacturer of regular file backs and 

fronts now in use, has quoted a price of $82 per thousand 
^ lor extended file, back which will cover now open end and replace makeshift 
^ N metlroSmow used to form the filo^d; Lighter 11 point cardboard stock j 

vpeunitO (CONTINUED - OVER) y 


OTE: 


MAIL apOMl 


TELETYPE unit! 




b6 

b7C 


6 


which would be adequate would cost $69, 50 per 
thousand. Regular pronged file back ^npw used costs $53. 50 per 
thousand accqrdihg to the- suggester. 

Training- Division opposes adoption. At ,the time, the present 
method for preparing file ends was adopted, a six- month trial of this 
system was made by flouston. Office ari^^ the Inspection St^f thoroughly 
eyaluated the commercial product as compared to preparation of thbse 
ends by;pur personnel in field offices. Since the commercial product 
was more expensive, it was decided that file ends be made from our 
present. Me backs' by cutting a strip the desired' size and folding to 
create a file ehd due to the advantages set forth in above letter to suggejster. 
Training Division recommends current idea not be. adopted. 



[ 




Eci|!:^J^S-^uggestion 
,Ptiv3f2 (Rev, 9-U-59) 


1/10/68 


Director, FBI 


SUGGESTION 


Division ol Assignment 

Philadelphia 


' Pile back as per attached sample be stocked for use by offices usi] 
Y shelf file cabinets. These folders are for use in consolidating 

\ files that have been closed over six months. Shaw-Walker Co., 

manufacturer of the regular file backs and fronts i^vj in usfiy, 
has quoted a price of |82.00 per thousand for this ?^xtended^lle 
back^ which will cover the now open end and replace the makeshift' 
means now used to form a cover. There may be a slight increase 
in price if slotted knock-outs are used Instead of round holes 
punched. I recommend the slotted knock-outs. Lighter 11 point 
cardboard stock which would also be adequate would cost $69.50 
per thousand., It is understood that the regular pronged file 
back now used cost $53.50 per thousand. It is felt that the use o: 
this longer file back for an additional $16.00 per thousand( cont ‘ d 


Current practice or rule (Include monual cj^tton as well as facts) No rule but practice in some office; 

is to cut up ol(i~ ^lle fronts__to cover end of consolidated file. 
Necessary to punch holes in cut up piece of file front & take timet 

+;r> +;'h«a nlofxa Anruaia-nH -k'n Vwa s> ■malrmoh'l f*+: rt-na r^i-A y'y / 


Advantages o£ suggestion and annual savings (I nciAide basis lor estimate) 

Uniform and" practlcaTn Q.le_back tO— e nclose '^um'e'rous lclosed_f lies 
permit printing of file numbers contained within the consolidated 
file jacket on covered end. With contents readily identified g 
location of files would be facilitated. Uniform file backs with*"*' 
appropriate cover at end of file will improve appearance of 
shelf filing system. Intangible savings of time by eliminating . 
use of old cut up file backs on fronts will offset cost these 
backs. It is not intended that these .longer file backs :3Sepl^ce 
the type presently used until such time as files are;feo^oladatei/ 


Disadvantages of suggestion 


RtC 


^ 3 / 9 - 


Tm 


(The use by the United States of my suggestion shall not form the bas 
assigns upon the United States, I understand that I will be considerec 
within two years after submission.) 

li^ Mr. I I Mrs. I I Miss 







uggester 


Hecommendatlons and comments of Division Head 

Although adoption of this sugges^^n woul>-rasult in higher, cost 
for fxle covers, this would be o:^set/By/a saving 'of time in plac- 
consolidated f improve< 
uniform appearance in the 


Ifm, 



file) WLP:MMR (5) 










•Ar ^ 



0 o 



Suggestion (■gort1;^d !^rpm page 1.) 


(3.1 point stock) would be well worth the difference. Sample 
of 11 point stock also attached. It also appears that a 
first scoring; at 1^” and a second at Woulh be adequate . 
instead of scoring every for 2" 
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January 18, 1968 
PERSONAL 



Federal Bureau of layestigatloa 
Piiilad^phia, Pennsylvania 



bb 

b7C 


Dead 


Your suggestion has been received concerning the use 
of a particular type of folder ■which would be prepared in a certain 
fashion in open shelf files. After careful consideration, it has. been 
decided the e^nse involved in this procedure is not -warranted since 
the red cards used in most field offices are now stochsd in a longer 
size especially for use in handling the chai^e-out of files and serials 
in offices utilizing tUs Mnd of fi^^ system. 




Tolson 5- 
OeLoach 
Mohr 



The Interest -which led you to submit your idea to me 
is indeed appreciated. 

» >, 

Sincerely yours. 

Hoover 


.2?- Philadelphia 
_JL - Field personnel file 
1 - Suggestion file 
|1 - Personnel file of 

- '(6) ^ ^u^gestior484-^^8 dated 1/11/68) 









NOTE: Suggests^se of pressboard folderslsifch as attached'sample 

/9 ^ i — ji _ t |g j*0jjjQy0(J 

unfiled 


from closed shelf' filing. 


out. 



{jq pISLETYPE UNIT CU 





CONTINUED - OVER 
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will be readily noticed at time folder removed to be replaced by file 
being returned. Shaw-Walker Co. will make them up at a cost of $287 
per thousand. 


Training Division has discussed this matter with the Chief 
Clerk's Desk, Files and Communications Division, Inspection Division, 
Washington Field Office, and Baltimore Office. All agree the cost involved 
is not warranted. Most offices use the red card for charging out files or 
serials in open-shelf filing or when files are maintained in file drawers. 
The charge-out slip and any correspondence may be clipped to this red 
card which is made of heavy material similar to that being proposed for 
a folder. Due to a former suggestion, these cards are now stocked in 
two sizes (10- by 10-inch and 6- by 12-inch), The 6- by 12-inch card was 
especially stocked for use with open shelf filing so it can protrude further 
and be easier to see. In addition, very little correspondence or material 
should be coming in on a file which has been closed for a length of time. 
Training Division recommends this idea not be adopted. 


li 
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EmpJoyel^Sugge'stion 
FD -252 (F£9v,.9-U-^9) 

: I - 





From: (Suggoster's name)* 


Director, FBI 


SUGGESTION 


Da te 

1/11/68 


.Division or Assignment. 

Philadelphia 


Recom men d us e of hard.^£.essboarc^^lders such as attached sample 
■with protruding ‘‘ouf'pah'^f or use eacK'^SIme file is removed from 
closed shelf filing sections. Polder will hold chargequt, unfiled 
correspondence or returned serials iintil file retiirned. Holes 
will be punched in folder at locations shown in sample so that mat 
ial in folder vjill be readily noticed at time folder removed to 
be replaced by file being returned. Shaw-¥alker Co. will make 
them up at cost of $287.00 per thousand. . 


Current practice or rule (Include manuar cinnf^/os'w 'SViactS; ^ 

Use of used folders /from pending files with "V" cut in center so 
material laying therein vjlll be noticed when folder removed. "V" 




■ f I rsjni k « t B I •« 


Advantages uppsarance In closed flles 
section. 

Uniform, businesslike appearance in closed shelf filing sections 
would result through use of these folders. Being made of hard 
pressboard material they would be usable for considerable period 
of time. Protruding "out" tab would provide ease in locating place 
for returning file. Better quality of material than file folders 
permits easier insertion and removal in shelf files. 


Disadvantages ol suggestion 


A 

None 

dS* 






- 






(The use by the United States of my suggestion shall not form the b 
assigns upon the United States, I understand that I v/lU be conslde 
within two years alter submission.) 

^^Mr. I 1 Mrs. I I m<: 



Recommendations and comments ol Division Head This suggestion hqs merit as it ^ould i 

prove (3ver-all appearance of closed fi les, last longer and sav^time ; 
returning closed files to proper location/ J 



Phila. (1 - Pers. file) (1 - Sugpi^i'o'nrpSf* WLP:MMR (5) 
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Tolsoa . 
►eLoach . 
Mohr 

I pi^op — 
vO^er » 
polfahort f 
f rConra^ ^ 
FeU 
Gale — 
Rosen 
Sulllvon « 
i Tovel , 
^Trotter = 

[ liTele, Ho^ . 
■^Holaes ^ 
|Goftjy •». 

fc]' 


Federal Bureau of Investigation 
Washington, D. C. 


Deaii 


Your suggestions have been received concern? 
ing methods for handling tiie preparation of file er\d£'antf,re^r^ng 
a form which you devised for use as an administrative device:& 
supervising ttie work of residents agentSi The preseik procedure 
whjlch is being utilized in preparing the backs for consolidated ’ 
volumes was thoroughly explored* before it was placed into'^ect 
and this was the most economical manner devised. It is felt the 
use of a stamp on these ends is not warranted since the numbers 
could still be uneven. With regard to your second proposal, the 
same objective is accomplished with the sixty-day reviews and it 
is undesirable to have u^erMi^ed mail in file. 


Althou^ favorable action vras not tai^en in this 
instance, I appreciate your continued interest in seeking ways to 
improve our operations^ 



w 
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Suggestion 625-68 proposies Bureau faibrifcate and print file 
ends on single thickness of slightly^ heavier cardboard than attached sample 
for use by all offices having open-shelf filing. If printing not approved^ 
suggests Bureau make up an ink stamp with indicated- blocking and make 
^-this available to offices or authorize them to, make up land, use such stamp. 

At tirne present system placed into effect, a six- month 
trial of this method* was made by Houston* Office, and Inspection Staff 
thoroughly evaluated the commercial product as compared to preparatibn 
of .these ends by our personnel in field* offices. ;Since commercial product 
was quite expensive, it was decided that file ends be made from our present 
file backs by Cutting a strip the dbsired size and folding to create a file end. 
Tile ends of this t^p cannot be printed at SOG. Our present file fronts and 
backs are^obtained irom Governnient Printing Office. While stamps as 
proposed might be utilized for "placing file numbers* on strips,, there would 
"still be no assurance that they wbuld be even. " Training Division recommends " 
idea not be adopted. _ = 

Suggestion 628r 68 proposes a form captioned "JResident 
Agent Progress SheeP’-be approved for use: by superyisOrs in field for 
following and supervising work of resident agents." (Sample of form 
attached.) It would be submitted by resident agent to headquarters city 
- one month after* date case or lead, assigned and monthly thereafter until 
inyestigation completed. Form hot required if communication dictated 
.yilihin past ten days reporting all -investigation ^conducted:, to date. Form 
to be kept as top serial* and destroyed by supervisor when case closed. 

Inspection. Division opposed adoption pointing out we noiy 
accomplish obj ective. with sixty-day personal file reviews (not obviated by 
“ proposed; form) i Added layers of paper work would be enormous* field wide. 
Training Division agrees a -new form for this purpose not warranted. Bureau 
does not approve of filing Unserialized mail in files. Practice is not * 
consistent with gocfd records management. It is recommended this idea not 
be adopted^, " . 


- 2 - 
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OPTIONAL FORM NO. to 
^ ' .MAY lie eDITION. 


CSA ^PMR (41 CFr) Itl-ll.. 

UNITED STATES GOVS^MENT 


Memorandum 


TO 


FROM 


Mr. Pelt 


L 



O 


date: 




suBjEcrr: /”>filE-EN DS” FOR CLOSED-SHELF FILING 

SUG'GEST ED”PRi NTED~FORM'~ ' 

'ViS-Li 




February 22, 1968 
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Most Offices, for obvious reasons of cleri(ial and space 
efficiency, have converted, or are in process of converting, 
to open-shelf filing for closed cases. Main problem en- 
tailed in this conversion is that old and new files of all 
sizes and degrees of deterioration are now exposed to view 
wi1:h resultant clear requirement for consolidation and 
maintenance. Offices have been authorized to cut up old 
file-fronts and backs to make "file-ends" to be placed on 
conalidated volutries, on which can be written inclusive 
file numbers of contents, permitting quick visual location. 
Use of such file-ends is, in fact, almost mandatory if 
neat, uniform appearance and ready accessibility are desired. 


The pity, however, is that fabricating and hand-printing 
the "file-ends" at odd times by various clerks in offices h 
resulted in what looks at best like a noble elementary-scho 
effort, and costs the Bureau more than a perfect factory* 
product. 



Without a great deal of effort — blocking out in advance 
and taking care to use same size and position of printing as 
all previously prepared files, — a wavy, irregular line o.f 
figures appears on the shelves which cannot help being dis- 
couraging to look at. 


3 ' 


As for cost , V7hen you consider the steps involved in making 
up a file-end: cutting material, punching, scoring for straight, 

bend, not to mention measuring and blocking for viniform print- 
ing, the clerical labor to make one file-end would, easily come 
to one or two cents. It is not as if the clerk werej^using 
^ee time. Every office has backlogged project worlc?which 
/^sj^urther delayed by tasks, such as this^ EliminatS]^ or-: 
/xS^^^n^lifying such tasks means more cleri^^L^ime 
^4'unc-tions j and in the long run necessities 


?ks . 



REMO 



uA-lIQ- ■ — - B FEB 29.1968 

Moreover, the intangible , psychological value ' of 'making it' 
easier to do a good job is obvious. Nobody f orWaaad.--- 

Buy U.S. Savings Bonds Bjsgularly on the Bay roll Savings Blan 










to an arduous undertaking which he knows in unlikely to 
end up in a manner to give him profossinnal pride. This 
is why "do-it-yourself kits are popular. An ordinary 
person can buy factory-cut components and produce through 
his own effort a professional-looking job. The suggested 
file-end, ten copies of which are enclosed, is in effect 
a "do-it-yourself" kit which will give clerks a real 
interest — as a neat result is almost certain — in getting 
and keeping their closed files in good shape. This satis- 
faction and pride are bound by extension to improve effici- 
ency of all phases of file handling. 

I feel factors suggested above are reason closed files at 
one office recently inspected (Philadelphia), though conver- 
ted to open-shelf filing one year ago, are still in irregular^ 
pintidy condition. 

Sample enclosed is made from double file backy It is suggested 
Bureau fabricate and print this file-end on single thickness 
of slightly heavier cardboard for use by all offices and 
Legats having open-shelf filing. If printing not approved by 
Bureau, suggest Bureau* raakeuup an ink-stamp with indicated 
blocking, and nsake this available to offices, or authorize 
offices to make up and use such ink-stamps* 

JI! /S/s-jL n 77 o. J 



f 





March 25, 1968 
PERSONAL 
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Jb’eaerai Bureau ot investigation 
Washington, D. C. 


Dear 


I have received your suggestion that certain enlarge 
outs be prepared on carbonless paper with duplicate copies. It 
may interest you to know that similar proposals have been con- 
sidered several times in the recent past and a survey wa^,ma^e 
re^rding such a procedure. It was decided, due to the disadvan- 
tages involved, that our present system should be retained.' 

The interest you displayed in submitting your 
idea to me is indeed appreciated. 


^incerely yours, 
J. Edgar Hoover 


MAMQZ 

MAR 2 5 1368 

C0MM>F8t 




Tolson — ■ - 

Det^adfi ^ 

Mo))t - 

Bishop 

Casper 

Callah.an 

Conjtod 

- 

Cole 
Bo sen 
SuUiyoA 
Tovei 
TioUer 
Tele, Boom*. 
Holmes •_ 
Candy . a 


1 - Mr. Tavel 
V- Personnel file of 

^ML: cam 

(5) (Suggestion 705-68 dated 3/20/68) 


NOTE: 



Suggests carbonless reproducing paper (sample attached) 
be used for charge>.outs (4-5) in the Telephone Request Room 
to write a request thereby providing at the same time a charge put for 
the file and a routing slip to ba attached to file for forwarding to supervisor 
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' 5’iles. and Communications Division stated a • 
comprehensive survey regarding this matter was .made in August, ' 

1967- (66-2319-194), and it was- decided the disadvantages involved 
precluded adoption. A copy of charge out is not suitable for a 
file, delivery iorm and all effbrts to modify and combine the two 
forms have not, been successful. Ijegibility of copies of charge 
o,uts: (either with^carbon paper or expensive NCR .paper), would be 
a major problem, and chance pfbhuraan error in copying 'inf ormation 
on serial marker from charge out actually causes less trouble than 
illegibility that" would exist iiyith use of ca'rbonless copies of charge 
outs. One employee , on File .Requests- Desk in each subunit where 
serial markers written, must of necessity, remain at desks to 
handle telephone cov.eVage and they must be kept busy at all timesl 
Therefore, there would be hb actual personnel' savings. Proposed 
system, would create major prpbleni for locate clerks and file ' 
delivery persbnnel as wpH as others using files. In connection with 
sorting files for delivery and delivering them, it would be necessary , 
to physically handle each and every file because the delivery data' 
would be attached to top of file. Serial markers' are clearly visible. 

. Serial m^-rkers "would still be needed when more than one serial needed, 
in sanie file. Duplicate cbpies of chat-ge puts would hbt be needed fpr - 
“about 230, 643 transfers and recharges bach year (1967)’ vplume^ so - 
there would be- waste of expensive forms or it wpuld be necessary to 
stock a supply pf present single chargp.outs for this purpose., JThere ' 
were other disadvantages involved in such a procedure. Training 
Divisipn reponimends current idea not be adojpted. 


-Uff - 


* 




.Entployeo^ggestioh 
FD'-252 (Rev. 9-U-59) 


o 

o 
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Date' 

3_2Q-68 


bo 

b7C 


To: 


Director, FBI 


From: (Suqqester's name) 


Division of Assignment 

Files and Communications 


SUGGESTION ■ 

It is suggested that/ ^rbonless reproducing paper (sample attached) 
be used for charge o uts (4-5) in the Telephone Request Room to write 
a request providing, a charge out for the file and a routing slip to 
be attached to file for forwarding to supervisor. 


^ / 

fi/U 

Current practice or rule (Include manual citation as well as facts) ' ~ 

Requests are written up in the Telephone Request Room oh charge 
,outs (4-5) and the serial markers (4-49) aire wr;xtten,,^up in subunit by 
the Request Desk personnel. T.f . ' 

Advantages of suggestion and annual savings (include basis for es'tlmate), Charge rou^s^printed on .repro- I 

ducing paper would allow employee in TelephonqrRequest Room to write a 
request providing a charge out for the 'file a^nd a 'rou^ slip to be 
attached to file for forwa,rding to supervisoHv-^'Th^^^^ would eliminate use 
of serial markers and the separate forwarding slip^ used to forward a : 
file from one supervisor to another. Use of this "type charge out would 
relieve Request Desk employees in each subunit from task of making out 
serial markers for each request. This would save time and money, as well 
as cut down possibility of error when copying requesting supervisor's 
name and room number. It is calculated this process would save approxi- 
mately $7,500.00 per year, . - . 

(Continued Page 2) 


Disadvantages o£ suggestion 



(The use by the United States of my suggestion sholl not form the ba " 
assigns upon the ,United,_States. .1 understand that I will be donsiden 
within two years a'fter submission.) 

l2LJMr. IZ^Mrs. I 


Recommendations and comments of Division Head 

Unfavorable ijp- 

(See Comments on page 2) ‘ 

AwBrdrc 
*16) 


ture by me,- my jieirs, or 
jif my suggestion's adopted 

File Supervisor 


[Title of Suggester 


^ \ ? I OO Signature and 1 





Signoture and TitTe 


(Do not write in this space- - for Bureau u^ only) 



14 fi?AR-i^%'196S 








. J 
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Employee Sug gestion FD-252 
Submitted byf 

Files and Communications Division 
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ADVANTAGES ; 

In timing four employees it is calculated the average time 
to write up each serial marker is .25 minutes each. 


Total requests for the year 1967 - 884,181 

Multiplied by .25 

Minutes 221^045 

Hours saved — 3'^B84' 

Salary of average GS-3 employee $2.02 

Saving per year , $7,441.68 


COMMENTS 

Similar suggestions have been submitted on four previous occasdbns 
but have not been adopted for many reasons. The last time was during 
the 1967 Inspection of Files and Communications Division when it was 
suggested that an appropriate survey be conducted to deteimiine if the 
utilization of a duplicate charge out form, with any necessary modifi- 
cations, would be feasible and more economical, than the present system 
utilized in the Filing Unit. A comprehensive survey was made and the 
results were reported in memorandum from L. ,E. Short to^ Mr, ' Tavel dated 
8-24-67 (66-2319-194) , with the recommendation that no further considera- 
tion be given to. the utilization of a duplicate charge- out form in view 
of all the. disadvantages noted. - ' 


suggestion includes nothing new, and he overlooks 
many problems that would arise if his suggestion v/ere adopted, A 
copy of the charge out foimi is not suitable for a file delivery form, 
and all efforts to modify and combine the two forms have not been 
successful for various reasons reported in the 1967 survey. Legibility 
of copies of charge outs (either with carbon paper or expensive NCR 
paper) would be a major problem, and the chance of human error in 
copying information oh the serial marker from the charge out actually 
causes less trouble than the illegibility that would exist with use of 
carbon or carbonless copies of charge outs. The supposed savings 
claimed by did not take into consideration that the one 

employee on the File Requests Desk in each subunit where the serial 
markers are written, must of' necessity, remain at the desks to handle 
telephone coverage, and they must be kept busy between calls. Therefore, 
there v/ould be no actual personnel savings. 

- 2 - 











Employee Suggest. inn •pr>-.252 
Submitted by 


Files and Communications Division 
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COMMENTS: (Continued) 


Adoption of 


I suggestion would create a major problem 
for locate clerks and file delivery employees as well as others using 
the files. In connection with sorting files for delivery as well as 
the actual function of delivering the files, it would be necessary to 
physically handle each and every file because the delivery data 
would be attached to the top of the file. Presently, the serial 
marker is clearly visible inasmuch as it extends beyond the edge 
of the file, and even though files are stacked on trucks, pertinent 
data is available without handling each file. Supervisors also 
review this information on serial markers by looking in their file 
cabinet drawers when checking files to comply with the Bureau's rule 
concerning t he retention of files for a period exceeding five days. 

Isuggestion would not eliminate the need for all serial 


markers, particularly where more than one serial in a file is 
requested, although such serial markers would not need to be fully 
executed. Also, duplicate copies of charge outs would not be needed 
for about 230,643 transfers and recharges per year (1967 volume), so 
there would be a considerable waste of expensive forms or it would be 
necessary to stock a supply of the present single charge outs for 
this purpose. 


There were other disadvantages noted during the survey that 
have not been set forth here, but Executive Conference memorandum 
dated 11-5-63 (66-8183668) stated the Conference was unanimously 
opposed to a similar suggestion and recommended unfavorably because 
of the expense invo lved . All pr evious reasons for not adopting 
suggestions such as | still appear entirely valid. 





3 





»Type! 1. D 70mm 2. Q 14x17 3. 0 11x14 4.D Olher viom 

Film Imp.: 1. Q Neg. 2, Q Unsal, repwl 3. Q Broncho-pulmonaty 4. 

( 

5. Q Pkifll 6. p 7B Susp. 7, Q Mclf; only 8. 0 Neo. Susp. 9. Q Emphysf 

i V.O Other . ■ — — , 

Diag. !«»p Followup: Urgent^ Routine. None. 

Place ol x.ray: 1. Q X-ray Bus 2. Q NWCC 3. 0 M 4. Q loilon 5. □ SWHC 
Special Survey ' — 



X-roy Regliliallon 
PH-79-22 (old 60-PHTB) 



120M 
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May 1, 1968 
PEESONAti 


To/soa-— 
DeLoacli , 
Moht 

Bishop^ 
Casper 5*. 
CaUcAan , 
Conrads 

Teh 

Gale — ^ 
Rosen 
Sajllvon « 
Tavel _ 
Tfotier ^ 
tele.,^ 
Kolffiei^ 
’ Gandy 


Federal Bureatl of Investigation 
ITorfolk, Virginia 

Bear 

I have received your suggestion that v?e standardise 
the procedure for accounting for the disposition of all Bureau files* 
As a matter of possible interest to you, this matter was considered 
at the recent conferences for Chief Clerics mid it was the consensus 
that the present procedures should be retained, 

Although your idea was not adopted in this instance, 
i appreciated having the benefit of your observations, 


^AlUEO a 
MAY U968 

CQMM^Ea 


sincerely yours, 

J. Edgar Hoover 


L r 

l-lEsL. 


2 - Norfolk j . 

1 - Field personnel file MTEj?/3 

1 - Suggestion file 

1 - Personnel file of 

^ER:cam 

(6) (Suggestion 797-68 dated 4/25/68) 


- ■■ . r.nm 


NOTE: Suggests method be standardized for recording disposition 01 , 

BureauJiles which ma y be jestrbv.edl aftei^vaKying^periods,, 

At present, record olfilef^l^^ be destroyed after 20 years is maintained 
on a list kept at beginning of each classification. With respect to those which 
^ may be destroyed#^ter ten or.five years, reason for destruction is shown on | 

Wto^o„i=)TELtTvPE™,iO ^'{comwvw ^ j 




Suggests method be standardized for recording, d ispositi on of 


TELETYPE UKIT I 







\ - Matter was* cohsidered.at Chief 'Clerks' cpn^^^ 

recently at Seat of Goyernmerit and"it.'Was corisensus ithat .present procedures 
- should be retained. Present method is' well^estabiished and wpr - 

, ' shpuld not be changed just tp-achieve uniformity. -Iii. addition, "confusion/ 

.couldi be caused^^by iacjt that during changeover iw^i^ 

necessarily -be, ih 'bffect to accountlor>suc^ - : ' 









^f3pl6y,eo' Suggestion 
"!'Fb,-'2Sg (Rev. 9^11-59) ♦ 


(9 


in-i- 


4/25/68 


From: (Suo 


aster's name) 


Director, FBI 
I.SUGGE’STION 


Division of Assignment 

NORFOLK 


That a re cord of all fil es ^destroyed. ln accorciance .with ,p res:cglbec[, 
j;ep;ulatltnis''‘'Be~ maintalned-at -beginning; of respective— classifications ♦ 
Such a record could be broken down into separate lists for files' 
destroyed when 20 years old- and those (in some classifications ) 
destroyed when 10 years or 5 years old and could, show reason for 
destruction.. 


ALl; INFORMATION! GDkTAINEO 
HEliEir; 13 UNCLASSIFIED 
DA' I, 




s 


Purrent practice or rulejlnclude manual -ciiatipn as vreli qs'Jacfs), _ . , . ~ 

Record of files destroyed when 20 years old maintained on list at beginn 
. ing of classification. Record of files destroyed when 10 years old or 
5 years, old* maintained on file fronts kept in numerical order. MRR II -3 - th 


Advantages ,of suggestion and annual, sa.vlngs (include basis, for. estimate) ■ 1 - 5 , 1 . 

All records pertaining to destrucibion would be uniformly 
maintained' in same location and this would facilitate determination 
as to whether of not specific file destroyed and simplify maintenance 
of records concerning destrucjtion. Necessity for person performing 
(destruction to remember se.vefal different . regulations regarding 
hoW to record the (iestruction would be eliminated if all destruction 
uniformly recorded in same mCnner. ,Some small amount of space would 
be saved by not retaining file f fonts . No saving ^,of money. Small 
amount of space would be saved and p(bsslbly some time. ““ 


Disadvantages of .suggestion 


None known; 


(THe use by the United'^States of my Suggestion shall not* form the b 
assigns Upon the .United Stales. 1 understand thglj. will be gonslde 
within [twq years after submission;)' 

- <i. C_jMr, E^Mrs. i l uf: 
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Iqnature and Title of Suggester 
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July 2, 1968, 
PEI^ONAL 


Federal Bureau of Investlgatida 
’Washington, P. Ci 


Dear 


Thank you for the suggestion that Form 4-49‘ be* .. i y 
pHnted on both sides. This prpjpps^'l^ been evaluated ; 
it has been decided our present practice is preferred because ^ 
of the disadvantages involved in the system of uslng this fo^in 
twice. - . ^ 



l appreciate the interest which led, you, to submit"' 
your idea to me. 

Sincerely yours, 

J, Edgar Hoover. 


,MAI|^D;6 ' 

JUL2-1968 

,, COMM-FBI 


, ToJ^n^ 
DeLoach . 
Mohr 

Bishop ^ 
.Casper ^ 
Calldian . 
Conrod .i. 

Ecu 

GqIc — 


Rosen 
SdIHvoa . 
Tuvel 
'hotter — 
Tc!c,r Roofli 
Hofraes 
"G 


1 - Mr. Sullivan 

^ij- Personnel.file of 

tJ^Lrcam , 

i (5)’^'^*?^,, (Suggestion' 2-69'dated 6/28/68) 


NOTE:, 


Suggests Form, 4f49, yYDerial Marker, used by Records 
Section to route files and serials throughout SOG',. ’be 
revised 'sb that the’prmtinflppy*^^^^^ sides. In this way, ' the form 

could be used twice. (Sample attached) 


pr 



J 



a 


TEtBTYPE UNi' 




(CONTItfUED - OVER) 


tj" tf 









' -Domestic iriteilagence.-PiyjSipnrhoted, an unknp^ 

' ot these^forms^become, mutilated and creased during transmittal thereby 
preventing, their y^euse. Confumon wohld result in returning the iprms to. 
'Records Branch" for reuse. ^Questions woul'd be periodically ra.ised'as to. , 
whether attached*to-correct file, if form were Ihserted w.rong side lip Pi* . 
first side iised were- not marked\thrpugh. Cost would be involved for 
. additibhat routing of formsand, their .storage fh;, addition to plefical time 
involved in excising ii^ofmatioh on used sidesl of .fprmft In addition,, cost, 
for printing, form, would be increased sincedt would- haye to be fun twice 
by .Mechanical Section, ’‘'^raining andVEilesr and Conimunications Divisions*' - 
' agr be with these, views\aiid recommend idea not be' adopted;- ’ 







^pi^yoo Suggestion 
PD-2S 1’ 1-59) 











Date 


6-2^68 


bo 
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To: 

1 From: 

Director, FBI 




SUGGESTION 


Division of Assignment 

Domestic Intelligence 


./ 


It is suggested that /ararrm 4-49,._ a cardboard mark _^ 
u^sed by the Records Section to, rou tjk-liJLe s— seria ls 
^ irgtrgRout .Duxeau^eadquarter^^ be revised s^T^lm^T^he 


printing appears on both sides. 




Current practice or rule (Include manual citation as well as facts) 

At present, the printing appears on only one side of the 
marker . ^ 


Advantages of suggestion and annual savings (include basis for estimate) 




It has. been estimated by the Mechanical Sectipn^ that it 
costs $90 to print 71,000 markers. On this basis it iSi, 
estimated that it costs at least $1,305.00 to pi^int-^he' 
estimated 1,025,000 forms which are used by thef;^Record^^’ 

Section each year. By printing the form on bothi sides-'.jan 
annual savings of at least $652.50 would resui*tigs eack ,!f)prm 
could b« used twice thus reducing the annual re'4ui£ements by one- 
half. 


Plsodvantagos of suggestion 


Care will have to be taken by personnel reviewing 
files to assure that the marker is returned to the Records 
.Section in a condition suitable for re-use. 


(The use fay the United States' of my suggestion shall not form the fa^asls 
assigns upon the United States. 1 understand that I will be considered if 
within two years after submission.) 

□ Mr. I I Mrs, I l utgg 





Recommendations and comments of Division Head 



' C Sl^aUure and TlUf / 

ific,2s — — 


(Do not write In this space for Bureau use only) 

*”/}l i ' trvwi 


® 9 I96y 
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Addendum; Domestic Intelligence Division, PFS;kml, 7/1/68 


Suggestor recommends form 4-49 (current cardboard 
marker utilized by Records Branch, Files and Communications 
Division, to route files and serials at SOG) be revised and 
printed on both sides so that each form could be used twice 
resulting in estimated annual savings of $652.50. Current 
practice is to utilize form 4-49 once before destroying 
since it is only printed on one side. 

Domestic Intelligence Division is of opinion 
adoption of suggestion is not feasible for following reasons: 

1. An unknown percentage of the forms become 
mutilated and creased during transmittal thereby preventing 
reuse ; 

2. Confusion and cluttering mail would result in 
returning forms to Records Branch for reuse; 

3. Questions would be periodically raised whether 
form became inadvertently detached from file or serial or 
whether attached to correct file if form were inserted wrong 
side up; 

4. Corresponding ..cost for additional routing of 
forms and their secure storage which would be necessary 
during non-working hours in addition to clerical time devoted 
to excising information on used side of form would far exceed 
estimated savings of printing costs. 

In view of above observations Domestic Intelligence 
Division recommends suggestion not be adopted. However, it 
is recommended comments of Files and Communications Division 
be obtained since suggestion is directly involved in their 
operation. 




V 




August 7,; 1968 
PERSONAL 


Federal Bureau of Investigation. 
Washington,. Df C.. 

Dear! 


o, •v 


I have been advised of the suggestion ■whi^XP^co >> 
submitted throu^ the Streamlining Committeej Files i 

Communications Division,, regarding a procedure* to facilitafe 
locating of files. This method has been utilized on a trial basi^ 
and it has been ifetermined to be advantageous to our operation^ 
and is being instflutedas a regular practice. 

O 

The irfimtlve and alertness you displayed in 
submittingdhfe i^a ^ indeed appreciated, 

• f ^ C. * 


AUG 7 "1968 


Sincerely yours, 


J. Edgar Hooye^j 


1 - Mr. Tavel 
1 - Personnel file off 


vAML:cam 
^ (5)C^ 


NOTE: Based oh m emorandum L. E, Sh ort to Mr. Tav.el, dated 

8/5/68, re: ~| GSr8, Consolidation Unit, 

Files and Communications Division, EOD 4-1-41. JPB:drc. 


(Suggestion 78-69 dated 8/5/68) 
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OmONAl rOKM NOr 10 
MAr 1*62 COITION 
• OSA GCN. RtC< NO. 27 


TO 


FROM 


SUBJECT: 


6010-106 

UNITED STATES GOW^NMENT 

Memorandum 

, Tave^^^ 





DATE: 8-5-68 


-o 


GS-8, Consolidation Unit 

Files and Communications Division 

EOD 4-1-41 

SUGGESTION 


Tolson — . 
DeLoach < 
Mohr . 
Bishop^ 
Casp 
Call 
Conrad 


q} ^ - - , — 



The following suggestion was submitted throug h the Stream- 


lining C ommittee f Files and Communications Division, by 


In view of large number ~03^i ^les in Consoli dation-Unit . 
they are listed on recharge lists on^ nightly basis by Filing^ Unit 
employees. Only those files on tables and not in possession of 
individual employees in Consolidation are listed by Filing Unit 
employees. Tables 2 and 6 contain largest volume of files and each 
often contains in excess of 100 files. Recharge list shows numbers 
of all files on each of these tables. Accordingly, if recharge list 
revealed to locate clerk that file being sought was on Table3^2, I 
locate clerk would look through upwards of 100 or more f iies>;<?n ^ 
Table 2 in effort to locate particular file he was J,o4king fo^. i 

CPU * 

Consolidation Unit affixes slip of paper s^ojv.ing deadline 
date for handling mail attached to file. Files are always^ arranged 
in date order on table according to deadline date. ' 

I 

During effort to narrow down number of files which locate 
clerk must go through in order to locate a file. 


Assistant Supervisor of Consolidation Unit, suggested that files on 
Tables 2 and 6 also be listed on recharge lis t_according to d ate on 
deadline slip attached to ffles'^ this manner, locate clerk, 
knowing deadline date, would be able to immediately locate file 
without having to look, through all files on the table as he would 
only have to look through a small number of files bearing same dead- 
line date. 



EX, 110,.; KEC.78‘^6^ 

been; tried by Filing Unit and found to 


This suggestion has bejeh: tried by Filing 
be extremely advantageous; therefore, it is beingHenstrtuted— as a 
regular procedure by the Filing Unit. 

' 6 AUG 8 196B 

RECOMMENDATION: 


Desk. 



For referral to the Training Division, attention Suggestion I 
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October 4, 1968 
PEJ^ONAL 


■3 




Tolsoit 
OeLooch . 
iMbhrj— -y- 
bishop 
Caspar « 
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Fede:^ Bureau of Investigation 
Wj^hington, D. C. 


Dear 


I have received your suggestibii that Form 4-49 be 
prepared in: a particular , fashion so that it may be used four times. 
As a mdtter of possible interest to you, similar proposals have 
been considered in the past ^d not adopted, it was decided our 
present practice* is preferred because of the (^advant^es involved 
in a system whereby this iorm would be utilized more than once. 

The interest you dlsplayedin submitting your idea 
to ine is indeed appreciated'. 

sincerely yours, 

J. Edgar Hoover 





1 - M'r‘. Gale 

Personnel file of SA 

iLisai'.. 

(5) (Suggestion 192-69 dated 10/1/68) 


-NOTE*. 


Sug^st^'” 
Branch t 


o.rm 4-49js^©^l Marker, used by Records 

roufeTiIesancl serials tKroughout.SOG~H^^ 

printed acro ssJ±iejshorbslde^ofJhe:i!cai^J^ siMs,J^!^i: a' 

total of four time s.. Card epuld then be Used four times instead of 
presenyph^^^ce^ of using only ohce3 After delivery of file, the used 





ITele. pobm, 
Gandy 


(CONTINUED-OVER) 
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•tf*. ~ 


SA 


.portion of c^rd cduld be crossed ;out as is presently done on messenger 
envelopes. ' . ' 

( I, _ *■ ' 

When Qprisidered previously^ it. was pointed out d certain 
percentage of these items become mutilated, and crea,sed" during; transmittal 
thereby preventing their reuses Cphfusion would result in returning 
the fprins to Records Branch for reuse. Questions would; be raised 
jperiPdicairy as. to whether attached to correct file if form Werp ins.erted 
wrong side- up ior first side- used were npt marked through, .C.p'st would 
,be involved for additional routing of forms and their ptdtage in addition, 
to clerical time involved in excising infprniatiPh oh used sides' of form. 
Cost for printed form. Wpuldbe increased since it WPuldhaye to be run 
twice by Mechanical Sectipn. Training Division recommends current 
idea, npt be adopted. 
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j V, 

Employ ceu:SuggOsf1on 
IvD-«tS2‘(Rev. 9.-11-59) 
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Da te. 

October 1, 1968 

To: 

Director, FBI 

From; (Suaaester's name) 

Division of Assignment 

Special Investigatiye Div,j^ 

SA 


SUGGESTION 

Transfer Card 4-49 (Rev,. 2-18-63) is thrown away after one 
usage. The reverse side of the car’d, i? blank. The ,same information 
on the present size card (2" x 10") can be printed across the short 
side of the card twice,, on both sides, for a total of four times. The 
card would have a "life span" of four times the present usage. After 
delivery of the file, the used portion of the card can be crossed put 
in the same manner as is presently done on the large messenger type 
envelope. 


b7C 


Current prac,tice or rule (Include Xnanual citation , as. well as facts) 

Transfer Card 4-49 (Rev. 2-18-63) is thrown, away after it has been 
placed in a file and the file is delivered'. It has a, "life span" Pf one 
usage 


Advantages of suggestion and annual' savings (include basis for estimate) . . * *2 

The advantages would be obtained on. the annual savings in tl^ amount 
of paper . stock not used. Present estimate i,s that apgroximatfly 
2,000,000 transfer cards are used In a year. This posts ^bp^t. $2 , 000 
per year. By imprinting card four times, instead of flJrie , only. '500 , 000 
cards would .have to be printed at a dost pf $500, witti»iaiit^nnual 
savings of $1,500. 





Pls.advantajes of suggesj.fon 

None,. 



(The use- by the United States oi suggestion shall hot form the basis of 
assigns upon the United States, 1 understand that I’Vill be .considered for 
Within .two years after submission.) ‘ „ 

Mr. lUlMrs. CU MISS 


^ speQaai Agenf 


[me, my heirs, or- 
ggestlon Is adopfed 


Signature and Title of Suggostet 


Brf3tmmendqtlohs and comments of'Divislon Head, 









po not write- in this space for Burean. use only) 
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Suggested 
' transfer card 
imprinted oh 
both si'des. 
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^feIno Short to Tavel 

Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER NEW FILES 

NEW FILES 


F 

.Y. 1968 

F.Y. 1967 

42 

Deserters and Deserter-Harboring 

25,280 

22,151 

43 

Illegal Wearing of the Uniform, ETC. 

174 

195 

44 

Civil Rights 

3,070 

3, -2 27 

45 

Crime on the High Seas 

111 

.114 

46 

Frauds Against the Government 

1,472 

1,577 

47 

Impersonation 

504 

597 

48 

Postal Frauds 

2 

2 

49 

Bankruptcy 

403 

467 

50 

Involuntary Servitude and Slavery 

24 

29 

51 

Jury Investigations 

2 

3 

52 

Theft, Embezzlement or Illegal Possession 
of Government Property 

2,256 

l',890 

54 

Customs Laws and Smuggling 

1 

1 

55 

Counterfeiting 

0 

1 

56 

Election Laws 

34 

109 

58 

Bribery 

235 

257 

60 

Antitrust 

86 

105 

61 

Treason and Related Statutes 

1 

0 

62 

Miscellaneous Matters 

655 

652 

63 

Non- Subversive 

750 

868 

64 

Latin-American Matters 

29 

34 

65 

Espionage 

653 

.1,004 

66 

Administrative Matters 

5 

11 

69 

Contempt of Court 

9 

6 

70 

Crimes on Indian & Other Government 
Reservations 

2,294 

2,516 

71 

Bills of Lading Act 

8 

14 

72 

Obstruction of Justice 

52 

41 

73 

Application for Pardon & Excutive 
Clemency 

320 

363 

74 

Perjury 

37 

32 

75 

Bondsmen and Sureties 

0 

■ 1 

76 

Escaped Federal Prisoners, Federal Escape 
Act, Parole, Probation and Conditional 
Release Violation 

2,002 

1,798 

77 

Departmental Applicants, etc. 

2,810 

2,662 
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Memo Short to Ta.vel 

ife; New Files Fiscal Years 1967 and 1968 


CLASS 

SUBJECT MATTER 

NEW, FILES 

NEW FILES 



F.Y. 1968 

F.Y. 1967, 

78 

Illegal Use of Government Transportation 




Req. 

0 

0 

79 

Missing Persons 

361 

368 

80 

Laboratory Research Matters 

1 

3 

80-98 


8 

23 

80-606 

5 

.3 

82 

War Risk (Civil) 

0 

.2 

83 

Courts of Claims 

21 

30 

86 

Federal Lending and Insurance Agencies 

27 

30 

87 

National Stolen Property Act 

5,786 

5,693 

88 

Unlawful Flight to Avoid Prosecution 

3,385 

3,338 

89 

Killing or Assaulting a Federal Officer 

94 

.87 

90 

Irregularties in Federal Penal 




Institutions 

22 

19 

91 

Bank Robbery 

3,071 

2,763 

92 

Interference by Violence with Int. 




Commerce 

811 

654 

93 

Ascertaining Financial Ability 

1,376 

1,723 

94 

Research Matters . 

743 

999 

95 

Laboratory Examirmtions 

7,810 

7^720 

97 

]tegistration Act 

59 

28 

98 

Sabotage 

75 

.83 

100 

Internal Securty 

2,320 

1,779 

102 

Voorhis Act 

0 

0 

103 

Interstate Transportation of Stolen 




Cattle 

16 

19 

105 

Internal Security (Other than Coiranunist- 




Rjssian) 

14,184 

13,738 

109 

Foreign Political Matters 

9 

7 

110 

Foreign Economics 

0 

0 

111 

Foreign Social 

0 

0 

112 

Foreign Funds 

0 

0 

113 

Foreign Military & Naval Matters 

1 

0 

114 

Alien Property Custodian Matters 

0 

0 

115 

Bond Default 

331 

231 

116 

Atomic Energy Act-1946-Special Inquiries 

1,871 

2,005 


- 3 - 
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Memo Short to Tavel 

Re: New Files Fiscal Years 1967 and 1968 


CLASS SUBJECT MATTER 


117 Atomic Energy Act-1946 -Investigations 

119 Lobbying Act 

120 Federal Tort Claims Act 

122 Labor ffenagement Relations Act-1947 

123 Voice of America 

124 European Recovery Program 

125 Railway Labor Act 

128 Intematioml Development Program 

129 Evacmtion Claims 

131 Admiralty Matters 

133 National Science Foundation Act 



An^rican Legion Contacts 

0 

0 





138 

139 

Loyalty of United Nations Employees 
Unauthorized Publications of Use of 

45 

61 


Communi cat ions 

255 

282 

140 

141 

Security of Government Employees 
False Entries in Records of Interstate 

1,409 

1,906 


Carriers ' 

4 

2 

142 

143 

Illegal Use of a Railroad Pass ' 

Interstate Transportation of Gambling 

0 

1 

144 

Devices 

Interstate Transportation of Lottery 

69 

49 

145 

Tickets 

Interstate Transportation of Obscene 

15 

18 

146 

Matter' 

Interstate Transportation of Prison- 

290 

241 


Made Goods 

1 

1 

147 

Federal Housing Administration Matters 

687 

805 

148 

Interstate Transportation of Fireworks 

4 

4 

149 

151 

Destruction of Aircraft or Motor Vehicles 
National Aeronautics & Space Act -19 58- 

736 

.578 


Applicant 

429 

662 

152 

Switchblade Knife Act 

2 

5 

153 

Auto. Information Disclosure Act 

-4- 

11 

17 


NEN FILES 
F.Y. 1968 

21 

3 

337 

77 

0 

0 

4 
0 
0 

47 

-'0 


NEW FILES 
F.Y. 1967 

22 

1 

464 

122 

0 

0 

7 

0 

0 

67 

0 


tr tr 
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Memo 

Re: 

Short to Tavel 

New Files Fiscal Years 1967 and 1968 



CLASS 

! SUBJECT MATTER 

NEW FILES 

NEW FILES 



F.Y. 1968 

F.Y. 1967 

154 

Interstate Transportation of Unsafe 
Refrigerators 

0 

0 

155 

National Aeronautics & Space Act 

0 

0 

156 

Welfare & Pension Plans Disclosure Act 

51 

24 

157 

Racial, Bombing Matters 

2,080 

1,822 

158 

Labor I^bnagement Reporting and 
Disclosure Act 1959 (Security Matter) 

0 

0 

159 

Labor Managenent Reporting and Disclosure 
Act of 1959 (Investigative Matter) 

186 

223 

160 

Federal Train Wreck Statute 

173 

157 

161 

Special Inquiries for White House, 
Congressional Coiranittees, and other 
Government Agencies 

498 

545 

162 

Interstate Gambling Activities 

609 

706 

163 

Foreign Police Cooperation 

3,717 

3,789 

164 

Crime Aboard Aircraft 

80 

61 

165 

Interstate Transmission of Wagering 



Information 

342 

326 

166 

Interstate Transportation in Aid of 
Racketeering 

451 

1,428 

167 

Destruction of Interstate Property 

82 

45 

168 

Interstate Transportation of Wagering 
P ara phemal ia 

ZO^ 

57 


T72^ 

Sports Bribery 

15 

25 

173 

Public Accommodations, Public Facilities, 
Public Education-Civil Rights Act 1964 

902 

1,374 

174 

Bombing Matters 

’184 

175 

175 

Assaulting the President or Vice President 
of the United States Matters 

21 

17 

176 

Anti ‘Riot Laws (ARL) 

2 

0 

177 

Descrimination in Housing 

16 

0 

178 

Public Law 

2 

0 

179 

Extortionate Credit Transactions 

1 

0 


150, 4da 


146,062 




Memo Short to Tavel 

Re: New Files Fiscal Years 1967 and 1968 

CLASS SUBJECT MATTER NEW FILES 

F.Y. 1968 

67 Personnel Records Unit 11,309 

GRAND TOTAL 161,710 


NEW FILES 
F.Y. 1967 

11,518 

157,580 






February 6, 1969 

» b6 

. b7C 

r eaerai Bureau Of Investigation 

bhicago, Illinois tr - t-'- 


Dear 

Your suggestions .have been received that offices, be 
permitted to discontinue placing file numbers on personnel, files and 
that when certain items have been missing for a period of ten years 
they no longer be included on the list of such files and serials. After 
consideration, it has been decided a change in the manner in which 
these files are handled is. not warranted. With regard to your second 
proposal, similar ones have been considered in the past and not 
adopted since for good accountability it is desirable to continue looking 
for these articles; 

, i appreciate the interest which led you to submit your 

ideas to ine. 


r,.-- 



Sincerely yours, 

J. Edgar Hoover 


Toison ^ 
DeLo.ach . 
Mohr 

BUhop ^ 
'Cosper 
Ccllohan . 
Confod 

Felt L 

Oole — 
Rosen 
SulUvon 
Tcfvel _ 


2*^- Chic^o 

1 - Field personnel file 
1 - Suggestion file 
’ 1 - Personnel file of 

( 6 ) (Suggestions 510.-69 and 511-69 dated 1/30/69) 



Trottcj ^ 
Tele. Room . 
Holmes 
Gcmdy 
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mailroomIZZI teletype unit CZ3 
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KQTE:' Suggestion 510- 6|l propbsps file numbers no longer be placeji 

on :pe;rsonnel files but that inaterial.place'd m 
serial liumbers-only since suggester states it is' almost impossiTble to . 
determine whether a break in sequence in personnel Closed files is .ah^ 
indication of a missing, applicant investigative file or whether this number is 
that of a personnel file. 

Training Division has .^scussedfhis matter with; Chief Glerk^s 
Desk and with Washiri^Oh Eiel'd Office, These .files are maintained in 
alphabetical of der in the SAC 's office until their destruction 90 days .after ah 
employee resigns or retires or until eniployee is transferred when the file : 
is sent to Jiis new office,, of hssigrimeht. Charge outs are •maintaihed; for 
these files in. the Chief Clerk's Office since personnel' files are never 
maintained there. With.propef cpmmuni;cation between SAC -s office ahdthe 
Chief C.lerk's.-Office nq. problem should-exist. .When, an; employee resigns 
of retires, - the Chief Clerk's, Office should be adyised;so that a permanent 
chaf ge^put iS placed iri sequence, or notation shduld be made^pn. charge out 
when file is transferred to another .office. Once emplpye'eas no longer 
'assigned to an office where investigatipn v^as made regarding him then the 
investigative file is f epiaced, in closed files section. Training Division 
tecpmihend^ idea not be adopted,. 

Suggestion 511-69 .proposes when a tile , dr -serial is missing 
•for a period, of 10, years that Bureau authorize its deletioh from list of 
missing •^climents. . 

AdministraLtive Division ajdvised pplicy in this 'regard was 
establishecl^by ihemprandum- 10/26/55' and.oh December 1 each year each 
held office must Submit a report on efforts taken* to locate thes.e items 
irrespective oTleh^h pi time of their loss. This assures iBureau pf a 
readily available record Pf all missing material for a Clear over-all 
picture of fieid. relatihg.to such matters. It is field pffices. cpntinUing 
res^nsibility tp insure that employees search for these items a, nd there- 
shouldJbe.no relaxing pn their part in affording maximumt?s,ecurity to our 
files, ‘Further under certain cpnditions, missing 'files .and serials can be 
rempyed from list when- material' is in 'a.classificatiph that would have be^h 
destroyed, under our file destruction program which in some instances may 
be three, five, tenjor twenty years 'depep^hrig on classifica,tion. Training 
Diyisipn recommends this idea not be approved. 


- 2 ^ 





Empip^^lC Suggestion 
F&ifs2 (Rev. 9-11-59)' 
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.0 



Da te 


January 30, 1969 



To: 


Director, FBI 


From: (Suaaester's namel 


Division of Assignment 

Chicago 


SUGGESTION 


Thafi ^j^le- numbers on personnel files be discontinued and that 
mat^lal placed in these, files be given serial numbers only, 

d 




ff 




Current practice or rule (Include manual citation as well as facts)^ Pd*S0riTlL6l £i.‘XGS dtld. BU.3TS3.U. 

cants are assigned numbers in the 67 classification as provided f 
the Manual of Rules aiid Regulations, II".9<-'7, 


Advantages of suggestion and annual ‘.savings (Include* basis for estimate) ThiS WOUld eliminate' any*’ 

doubt concerning the possibility of a missing 67 file in the closed 
section. There is no, apparent advantage in numbering personnel files 
since these files are always kept segregated from the. other ,67 files 
and are maintained in alphabetical- rather than numerical sequence i’ 
the office of the Special, Agent in Charge until their destruction 
days after the employee resigns or retires or until the employee 
transferred, when the file is sent to his new office of assignm'en 
All other 67 files are eventually filed in the closed section, 
time red card chargeouts of these individual, files ar^''remb.ved , 
much as personnel files ^e not charged out, and there ’is no rec 
(Continued on attached page) 



/ 


Disadvantages 'bf suggestion 


# 


There are no apparent disadvantages. 


A. 


(The use by the Unlted States of my'suggestion shall not form the basis of a further claim of.any'nature by.'me, my heirs, or 
assigns upon the Unlted States. I understand that 1 will be fnr env nwnrd nnlv If mysupnestten Is adopted 

within two years after submission.) 

Mr. L_J Mrs. 


Recommendations and comments of Division Head 


Suggestion appears to have merit. 
Recommend favorable consideration. 

M. W. 



-■ Ch ie f .-. Clerk 

wr-Guggester 


gent in Charge 


ignature and Title 


^ 3TJ 
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e FEB ^ 1969 


J^Bureau; 2e’Chicago (1 Personnel file 


1 CG file 66«4468) 


t/ 




Advantaiges of adggestioix .(Goi\t;‘d^3 

to tha ’mimbers appearing thereon other than oh the, index card, 
filed in the geheral indices^ it is practically impossible to 
determine whether a break, in seqpence in the 67 closed files 
is an indication of a missing applicant investigative file,, or 
whether this number is thet pf a, personnel file. J^ven a searcb. 
through ell current personnel files would not proyide conclusive 
information, as the number in dhestion could be that of a per- 
sonnel file which h:ad heen either forwarded tp anpther office 
or destroyed, 

The only alternatiye tp the prpblem putlined abpve is to 
maintain an up-’to-date record available tp all emiplpyees ^forking 
in- closed files,., which would show in ’numerical order the numhers 
used for persbnne.1 files, and., since personnel files are opened 
-by employees in the office of the .Special Agent in Charge rather 
than in the Chief Gierk’s Olfice, this would be a cumber soitie- 
record to maintain and its only value would be that of a -reference 
to files whose numbers serve no practical purpose in any of the 
office filing functions^ 



'EmpIc^d^Sug^^^on 
FD-2S2'^(Rev. 9^11-59) 
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Da te 


January 30, 1969 




)To: 


Director, FBI 


SUGGESTION 


When 


From: (Suoaester’s name) 


Division o£ Assignment 

CHICAGO 


b6 

b7C 



jlp nr RfiTri.a3--iR.‘missing_for a period of 10 years, that 

thelxst ot mx ssxhg docume 

-ri ■ I 


the Bureau authorize its deletion from 


b 





Current practice or rule (Include manuol citation as well as facts) 


The Manual of Rules and Regulations, II--3r7 a, requires that 
the Bureau be informed of files or serials missing for 30 days, and 


Advantages of suggestion and annual savings (include basis. for estimate) 

When a document has not been located within a 10 year period 
after every effort has been made to find it, it most likely no longer 
exists. In addition to the constant searching for the missing docu- 
ment by the locate clerks, continuous expansion projects will have- 
been in progress in the closed files section, and also during this 
extended period of time many thousands of files .and serials will have 
been pulled and re-f iled. If the missing item is hot fuihied up A 
within 10 years, the chances of its ever being located .-are^yery remote, 
The deletion of these items would relieve the- ipcate clerks j^rdrig^he 
need for recording them on their daily locate list s," and* would also be 


Disadvantages. of suggestion 


None apparent.. 


(The tise.by the United States oi-my suggestion shall not form the basis oi a'iurther claim oi any nature by me, .ray heirs, or. 


assigns upon the United States. 1. understand that 1 will be conslderu ' ‘ 
within .two years/aiter submission.) 

C ],Mr. □urs. EmIs 


festion is adopted, 

ihief Clerk 




pggester 


Hecoxhmendations and comments of Division Head' 

Suggestion appears to have merit. 
Recommend favorable consideration . 


M. w.-jg; 


cial^gent i n - Charg e. 


(Do not write in ihis space - (or Buredu use only) 

JjlLOp 
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' 3 — 1969 


^Bureau; 2-Chicago (1 Personnel file 


1 CG fide 66-4468) 
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Current- practice (Gont'd,) - 

also be notified when these documents are located. In addition, 
on December Ist of each year' the Bureau must be informed of 
efforts which have been made to locate these missing items., 
jEach missing document is now reported upon for an indefinite 
period., 


Advantages (Cont*,d«) ' 

of practical assistance to both the Buteau and the office in 
connection with the annual reporting of. them as missing. 


i~> 2, n 
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February 6, 1969 
PERSONAL 


Federal Bureau pf Investigation 
St. Louis, MissouH 


bo 

b7C 


Bear 


Your suggestion been received tha mtoinistrative 
files be filed numerically i n the E ndi ng sec tion rather ^^thaiTi^ 
alph abetic al sequehcer ^ler'^ itlias been decided the 

'present system is preferred and the time and work involved' in 
changing this procedure would far outweigh any anticipated benefit. 

0 

1 appreciate the interest which promptd^ yo^tp 
submit your idea to me. 

Sincerely yours, 

Hooveif 






' . cn 


CO 


a CO 

•i 

Uf 1 

a 

3 ^ 

a 

a 

o; 

M. 
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Lu 



Tolson 
DeLoacbi 
Mobr 
‘Bisiwp 
Casper 
CaUahon 
Coota^ 

Few 
Gole 
Rosen 
SuUlvan 
TaVel 
Trotter 
Tele, Room 
Holmes 
Ocmdy 


- St. Louis 

1 - Field personnel file 
1 - Suggestion file 

- Personnel file of 
L:saj 

(6) ^ (Suggestion 516-69 dated 1/30/69) 
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NOTE: Suggests administrative files be filed numerically in- 

pending files section rather than in alphabetical sequence. 

Training Division has discussed this irtatter with Washington 
Field Office and both agree present system preferred. These files are 
administrative in nature and it is much easier to find one you are looking 
for by name rather than by file number^ such as, Vouchers, Gkeck 
Circulars, etc. , As a general rule, employees who work with these files, 
are familiar "with them- and assigned to. this type of work^oiily. It is 
estimated that. over 50% of this type of correspondence comes tp a field 
office without a file nuhibef so it is easier to file by subject matter 
alphabeticaily. Training Division recommends, idea not Jid adopted, 




Employee Suggestion 
FD-2S2 (Rev. 9-11-59) 




From: (Suqqester's name) 


Director, FBI* 


SUGGESTION 


Date, * ~ ‘ 


1-30-69 


Division of Assignment 

b6 

St. Louis 

b7C 


Administrative files be filed numerically in pending , files section* 
rather than* in alphabetical sequence,. 

ca 




Current practice.jgf*,rule (Include manual citation as well as facts) " * _ 

Thes e files are to be. jfiled by caption of' the fide in aipihabetical. 
sequence in pending files section. MRR^ Part II, Section ,3, Page 8% 


Advantages of suggestion and'anhual sayings (include basis lor estimate) ' 

Anyone only having" a fi-ie. number and not the title , of the Administrative 
file must first ascertain the title before file can be lo.cated. 
Employees that do not work with Administrative files regularly and 
^ are not familiar with the special filing arrangement, are ^npt able 
“ to readily locate these files. . : 


c:, . •,» 


• Dls^vahtages of suggestion 

None . 




(The use by the United Stgtes ol my suggestion shall hot fprm.tfio basis o£ a further .clolm otany nature ^y me, my heirs, or 
assigns upon the.United States. I understond that 1 will be considered! ‘ ■ i i n ,,, i, , . :i ■ 

within two' years after submission.) ' 

L. Ihlr. I lldrs. i X| m!ss 



(Do not. write Ih thls space - for .Bureau use only)' 


^ 1969 



SrBureau; 2-St. Louis (1-66-2168, 1-PF 






Felderal Bureau of InvestigaUon 
San.Fr^cisco, California 


June 10^ 196Si 
PERSONAL 


Dear 

I have received your suggestion that ah fephahCtica L^ 
l isting of ail Bureau fie ld-officesjsyith-appropriate snace forVflle 7 
numbers be printed on the reverse^side of FD~245;f_ You .inay^e ", 
interested to know this proposal been considered previously ■ 
and not adopted since to do so would increase the cost and, ^ ; 
administratlve.handling of these items.. v 




Yourthoughtfulness and initiative in submitting- 
this idea are indeed appreciated. 


bo 

b7C 


Sincerely yours, 

J.. Edgar Hoover 


To) son « 
DeLoach . 
’ Mohr 


‘ Bishop ^ 
Casper ^ 
Callohonj. 
Conrad*.- 
Feit 

-fintA 

Bosen _ 
Sulfivan - 
Tavel 


Trotter — i- 
Tele. 

I }lolaes, 
Gandy 


2 - San iprancisco 
1 - Suggestion file 


MiLElfg" 


aid personnel file 


Yoiir attention is called to the Manual of Rules 
and Regulations, Part II, Section' 3, item2fpn 
pagfe Ya which states: "File numbers, of 
. auxiliary offices may be entered in longhand on 

‘fjile cover in right-hadd corner./’ 

COMM.FBt, 

iT- P^rsdnnel file of 
WERrpld 


NOTE: 



Suggestion 869-69 dated 6/5/69) 
SuggestS')FD-245 (File Cover for Case Files) 



_ printed with 

alphabetical listing of. all Bureaufie^- offices' with appropriate space 
for file numbers ignjjevprse side. 

lilM ,lii 0 TA Lb fl.. I/: 


[rtw jy 3 bk »8t) 

•teletype unit o 



(NOTE continued page 2) 








' b6 ' ^ 

b7C 

NOTE ‘ 

.Same idea considered previously and. not adopted. 

Procedure is ^already provided for as noted/in rules quoted tbvSAC, ^ 

San Fraiicisco; hoy^ever, to have FDr 245s printed as proposed v^ould':make theni 
unnecessarily more expensive since, in majority of cases,, few oT these* 
entries 3 vpuld 4 )e used. , Also 5 each time an* office opened or closed, covers;, 
would haye tpbbe r^evised accorc^ngly whenmext’printe .In addition,, 
more clerical tinie would be consumed-to -change covers or tfanst^ 
information each time a new volume was opened or a coyer became wbrii 
of damaged. For these reasons idea should not be ‘adopted. 




■r 


Director, FBI 


SUGGESTION 


On the reverse side of the file front (FD-245) print an alphabetical 
listing of all Bureau field divisions with space thereafter for that 
office's file number for case in question. The Bufile # could be 
placed at the top with a blank line directly underneath titled "Office 
of Origin," after which the 00 and' file number could be handwritten in, 
Extra lines should appear under the "00" for a new office in case of 
change. (The placing of the Bufile on this side would be optional, 
since it already appears on the front.) This listing would' be maintain< 
by the rotor clerk and, in the opening of a new case, could be optional 
that is - in certain classifications where >only one or two other officej 
are involved, or in .matters where only one or two other offices are 
involved, dr in matters where it is known investigation will be limited. 




irsTt Ml il I 




Current practice or rule (Include manual citation' as well as facts) deemed deS irab le . ' the S.Upply .Of ' 

none , FD-245?s presently in each office 

' ^could be utilized. , With regard to 

■Ft! AC I.TAflHv "rmAriAH .-tn A nAW -Fi 1 a 


Advantages of suggestion and annual savings (include basis for estimate) front could be substituted as 

desired by supervisor! 

Particularly in voluminous files, this form would cut down both agent 
and clerical time spent in paging through serials, to locate auxiliary 
office file numbers. It would also indicate to the supervisor and 
agent assigned the case what offices have had previous correspondence, 
it iVduld serve as a great help to an agent re-assigned any"active" 
erase consisting of several volume's. 






(The use by the United States of my suggestion shall not form the basis of/q further claim of any nature by me, my heirs, or 
as^signs upon the United States. 1 understand that 1 will be.considerd ' f » ' mi,u, ir«ii maMaianiiap Is-adopted 

within two years after submission.) 

□mf. [Z]Mrs. CXImis s cretar] 


Recommendations and comments of tDlvlsfon Hoad ‘ // 

Suggestion appears to' have merit anf^ecommehd Bureau give further 
consideration to adoption. 


Sue Cl 


ntitiin Charge 


(Do.not write in this, space - for Bureau use only) 




If 

18 JUN ^ 1969 






f^EC‘128 

^ September 25, 1969 
L ^ ^ PERSONAL; 


Pederal Bureau of Investij^tioa 
New York, New York 


Dear 

Yhank you for the su^estloa thai,^srof:all field 
offices be maintained on the Inside of file jaok^ or as the- toff “ 
^CTiatias a means for^je cormbasLappropriat e fiOle n ombersT t 
iBSQugfif^ml^KMrbe interested to know that sinfiSr propos^j 
have been considered in the past and not adopted since it ,^s"~ 
decided the present provision for entering these numbers On file 
covers is adequate. 


Although &,vorabie action was not taken in this 
instance, the interest which led you to submit your idea to me is 
indeed appreciated. 



CD 

to 



CD 

m 

u. 

UJ 

lO 

s 


CM 

s 

i 

a. 

Ul 

CO 

o 

o 


2 - New York 

1 - Field personnel file 
1 - Suggestion file 


Sincerely yours, 

3L Edgar Hoovei^ 

Your attention is called to the Manual of 


Rules and Regulations, Part n. Section 


Bishop 

Cdspet 



3, 2, f, page ta wherein it states: ^*File 
numbers for auxiliary offices may be. 
entered in lon^nd on the inside of the 
file cover in the righf-imd comer. ” This is the accepted procedure in 
the eveht'it is felt these numbers facilitate handling case files but 
unserialized .sheets for ^s purpose should not .b e idilized. , 
personnerfile,.of SA | 



iTele. Room 
Holmes 
Gsndy 


MAIL ROOM 


(Suggestion 163-70 dated 9^49/69 
liggests a list of a.11 field offices b( 

fil’^'jaeket of as the top serial in the file. Upon receipt .of 

(Note continued on page .two) 



TELETYPE UNIT 


□ 



aintained either on inside of 

lU 



tr tr 





•> V 



communications from other field offices^ the appropriate file number would 
then be recorded for ready reference opposite name of particplar .office. 

Nunaerous ideas have been considered ia past regarding 
proposed procedures and not adopted due to rule set forth for SAG *s 
information.. Tjbis would be a time- consuming ^practice and ^ta would 
have to be .placed on each new' volume of file 'when opened.: Training 
Division reconimends current idea not be adopted. 





EnTployee'^uggestiori' 
■\FD-2S2 (Rev, 9-11-59) 


.V 


aO 


o 





Date * 

9/19/69 

To: 

Director, FBI 


Division, of Assignment “ 

,.„ New York , , 

.SA 


SUGGESTION - . ■ 

It is auggested that a list of all. field offices he maintained^ 
either on the inside coyer of the file jacket, or' as the top 
serial in, the file. Upon receipt of communications from other 
; field offices , the appropriate file* number would then be 

recorded for ready reference, opposite the name of the particular 
office. 






Current practice or rule (Include manual citation as well as facts) 

There is no standard practice in this regard at present. 



Advantages of^suggestlon and annual savinas (include basis for estimate) ^ 

It is felt that this suggestion would save considerable agent 
time and effort in the preparation of outgoing communications, an 
in expediting the preparation of urgent corarauniiiations. In addi- 
, tion, considerable time may be saved in auxiliary offices which 
may ^ve received previous communications in the case years before 
but for which a file # is not readily available to' the 00. This is 
particularly true , in long, and involved cases which run for years 
and contain numerous volumes. This suggestion would effect a stan- 
dardized procedure where none exits at present. Firuincial savings 
are not estimated herein but the "savings in agent aiid clerical time 
in a year would be substantial. 


Disadvantages of suggestion 

The list would have to be removed when a new volume is opened, 
and transferred to tlie currenli tolurae. 


(The use by the United States of my suggestion shell not form the ba sis of ‘d'further claim of any nature by me, my heirs.' or 


assigns upon the United States. 1 understand that I will be consider 
within two years after submission.) 

I^Mr. ^Mrs. □ 


Mis 




V - 



n Is adopted 

5'/h 


'tor 


Recommendations and comments of Division Head ^36 Of prOpc/sed list COUld/l^ made Optional 

<so as to avoid its use in those files in which it woulii nbtobe of value. 


RBC-128 


(Do not write in this space - (or Bureau use only) 
<2i\ OuS 

'^/-Bureau 



Signature, and Title^SAC , ADM. , DIV . 


3 SEF^1969 






^ Sugges t ion File — ^ 
1-Personnei File- SA 




0 





November 6, 1969 


personal 


mom 


/I 


(fitf- 




Federal Bureau of Investigation 
Washington, D, C. 


Dear 


Tlmnk you for the suggestion that folder "type covers' 
be used for Bureau files rather than the separate fronts and backs. 
Ifdu may be Interested to know that various items for this purj^ose 
have been considered over the years and not adopted. It was^oh^ 
eluded the present system is the most desirable for several reasons. 


Hi. 


Although favorable action was not taken Inithls^in- 
stance* 1 apprecMe the interest you ^splayed in submitting your- \ 
^tme. 


Waile§ 49^ to 

NOV - 6 1969 


COMM-FBI 


oo 



Sincerely yours, 

J. Edgar Hoover 

1 " Mr. Sullivan 

1 - Personnel file of 
>^<iML:aga^a 

(5) (Suggestion 253--70 dated 10/31/69) 


NOTE: 



Toison ... 

PelLoccK , 

Bi^op ^ 
Casper _ 
Cclfahan . 
Conrad"^ 
FeU_ 


Suggests folder-type covers be used for Bureau files instead of 
fronts and backs as at present (illustration attached). For open- 
type, filing, rais.ed!,tab;^would be used to imprint file numbers. 


N. 


Hosen .7., 
SuNivon »» 
Tove) - 
Soyots 
Tele. B^>oe!) , 
Holmes 
Gondy ■ 


, ; Domestic Intelligence Division stated that, while some time 
could be^saved by^useiof folder-type coversdt felt that the folder-type would 
not afford' added protection -for serial’s and initial cost of converting to new 
type would far outweigh any saving in clerical* tinae iii assembling and 
locating files. It opposed adoptipn. Files and Communications Division 
noted that over the years numerous ideas have been submitted about use of 

continued on page 2) 


tr tr 






Letter to 

NOTE: (Continued)^ 


similar types’ of file covers and trials have been made with some of 
these ahd.'the conclusion was reached that present used at 

SOG and in field is most desirable, The card^type; now used is, much 
easier tp maintain, service and, review.. Bue, to these views,. Training. 
Division recommends idea riot be approved. 



bb 

b7C 





r^mploycie Stiggestion 
Fd^52 (Re>.^9-n-S9) 




To: 

Director, FBI 
SUGGESTION 


From: (Suoaester's name) 



Da te ' . 

10 - 31-69 

Division, of Assignment 

Domestic intelligence' 


bo 

b7C 


Folder type covers be utilized for Bureau files instead of front 
*an^ backs as at present, (Illustration attached.) For o^pen type filing, 
raised tab will be used to imprint file numbers. 


Curren^^actlce or rule (Include manual citation as well as facts) 

Filegj s made up utilizing separate front and back folder joined 
by a fastener. 


Advantages of suggestion and annual savings (Include basis for estimate) 


Since serials will be attached to back only, time will be saved 
in assembling file and eaphfitime a serial is inserted or removed. 

Being a folder type added protection will be given to serials. In the 
case of open filing systems, file number will be readily seen and make 
file locate easier. Savings cannot be estimated although efficient 
filing practices should reduce costs. 


Disadvantages of suggestion 



Initial costs of changeover of covers. 


(The use by the United States of my suggestion shall. not form the. basis 
assigns upon the United States, I understand that ! 'Will be considered if 
within 'two years after-submlssloni) 

□ Mr., IShirs. I I Ml! 


of g further claim of any nature by me. mv heirs, or 


n Is adopted 


Signature ana^>itie oi ^uggester 


Recommendations and comments oi Division Head 

See Addendum Page 2 


REO-llO' 


(Do not write In tills space - for Bureau use only) 




\o 


^oV 


£C!4sURE 




y 



o 



ADDENDUM: DOMESTIC INTELLIGENCE DIVISION, 11/4/69, LEjBrdira 



Sugges±a^ r^pramends that folder-type covers be 
utilized fqr Burea^ £:^les instead, of the. separate front and 
hack used at present; Suggester notes that for open-type 
filing a raised tab may be used on the folder to imprint the 
file numbers, Suggester nptes also that in view of the fact 
that the fastener will only be attached to the back portion of 
the folder i time will be saved in assembling the files each 
time a serial is inserted, or .removed from a file. Additionally 
added protection will be afforded the" serials and in the case 
of -open f iiing the file number will be readily seen and make 
file ideates easier. 


At present Bureau files are assembled by utilizing. 
separate backs and fronts and held together by a met.al fastener. 
Each time a serial is placed in, a file or removed it is 
necessary to remove the top cover. While some time could be 
save4' by the use of folder- type serials, it is felt that the 
folder-type serials would hot afford added, protection for the 
serials and the initial cpst of converting to folder-type 
CQvere would far outway any savings in clerical time ih 
assembling and locating files. 


In view of the above, it is recommended the 
suggestion, not. be adopted.. 



- 2 - 







November 6, 1969 
PERSONAL 


^ %-U5 

Federal Bureau of Investigation 
Washington, D. C, 


Dear 


Thank you for the suggestion that Form 4-49 be 
stamped with a particular abbreviation under certain circum- 
stances. This proposal has been considered and it has been 
decided ttie present procedure is preferred since it is sufficient 
to provide the expeditious handling of files. 

I appreciate the interest which led you to submit 
your idea to me. 

Sincerely yours, 

J. Edgar Hoover 

1 - Mr. Sullivan 

1 - Personnel file. of 

^kLtagoc, ^ 

.(5) ' (Suggestion 250-70 dated 10/30/69), 




Tolsori 

DeLoacb 

V/olters.^ 

M6ht- 

Bisbop 
Casper ^ 
CallahoJX 
Conrad 
Fell 
'Gale 

'Sullivan 
Tavel 
Soyars 
Tele. R. 
Holmes; 
Gandy 


fcs Form 4-49 (Serial Marker) be stamped ”B & R” instead 
. oi'”Special” when routing. and Riin” (files. r - ; tf 

NOV "6 1969 ' - 

go»|^.J^pnies :ic Intelligence Division advised at present, when a desk 
request^-aHSle^or immediate delivery, the file:, is; located imm and 

Form 4-49 is affixed to file-icontaining date and stamped "SPEC. " File is 
then delivered in a box by ne^ courier to proper building where request 
originated. Filing Unit does maintain some notation as to box number and 
ber in which file was sent but these notations are merely internal 
easiires. Fact that "Box and Run" notation was- made does not 



2n9^ ^ 

MAIL ROOmL_^ .tEt-ETYPE HWlT l t 




(Note continued on page 2) 



tr tr 





NQTE : (Gbntiriued) 


mean;iUe was .more expeditiously jharidled.. Upon receipt) -mail clerk 
Is: 'supposed to route "Special” files i;d requesting desk4 immediately^ 
The- so-called ”B & JR” files lvill not be handled id a jmore'»expeditious ' 
mariner' if idea appi^oved so this divisiori opposed adoption, files and 
ComiriunicatipnS' Divisipn/also pp^^ adp^ti'pii, pointing out th^ 

"Special” is sufficient for handling file^ e^pedilibusly. ^^Box^:aiid-Kun” 
is used only in situatioiis where ,e 2 dreme. eihbrgency dictates/it^^^ ahd 
is a bm^ll ainopnt bf requests received. Regular*, Next iDeUvbry and; 
Special, are all that ;are necessary ta. differentiate between 'types, of 
service, gi veil these requests. Trainiiig pivisibn') therefore, pppbses 
adoption. ‘ „ 






Empl(uoo^u'^^esti< 
FD-2S»(BpA 9*11- 


>.^S 

i> 


stion 

59) 


o 








o 


t' 




a te 

10/30/69 


To: 


Director, FBI, 


Division of Assignment ]q 5 

Domestic Intelligence b7c 


svGGESTioN Tha^orm 4-^9...ro uting,slip for routing of files, be stamp ed 
B instead _oje^p.ecxaI in the routing of Box and Run Files 


a 

L4s 


Current practice or rule (Include manual citation, as well as facts) 

, Box and Run files are currently 

being routed with A Special Stamp on theS 4-4^ forms with a small ’*B&R” 
written in with pen. 

Adv^tages of suggestion and annual savings (include basis for estimate) The advantage of this suggestion 

IS that there will be less tendancy of errors and the individual sorting^ 
files would be able to identify these files much easier that currently 
practiced. Since Box and Run files are the most important form of files 
called', it is necessary that these files can be properly spotted and 
immediately carried to the individual who called the file. 




Disadvantages of suggestion 


None 


(The use by the United States of my suggestion shall not form .the basl| 
assigns upon the United States. 1 understand that 1 will be conslde 
within two years after submission.) 

CSwr. I I Mrs, I Imi 



] 

Mail supervisor 


signature and Tltl' 

e ot buggest<er 


Bec,ommi5/idgtldns and comments oj pLvfsfon Head 

See addendum page two 


r28 0 ^ 

:t-ii5 

S lg- n^i 7 li0nMPe -^ § SS — 


(Do not write In this space * for Bureau use only) 

W.X'tetV'o®) 






f- 



ADDENDUM: , DOMESTIC INTELLIGENCE DIVISION LEB:pag 11/3/69 


Suggester proposes form 4-49 (file routing card) be 
stamped ”B ,& R" (box and run) instead of stamped "SPEC* 

(special) when box and run numbers are called for by requesting 
desk at. Seat of Government. Suggester notes placement of "B Ss R" 
stamp on form 4-49 will make these files easier to identify in 
the box and will speed them to requesting desks. 

At present, when a desk requests a file for immediate 
delivery, the file is located immediately, form 4-49 is affixed 
to the file and the form is dated and stamped "SPEC." The file 
is then delivered to the proper building where the request 
originated in a box by the next courier. The Files Unit does 
maintain some notation, as to the box number and run number in 
which the file, was sent, but these notations are merely internal 
control measures. The fact that the box and run notation was 
made does not mean that the file was more expeditiously handled. 
Upon receipt, the mail clerk is supposed to route "special" 
files to requesting desks immediately. Therefore, the so-called 
"B & R" files will not be handled in a more expeditious manner. 

In view of the above, it is recommended that suggestion 
not be adopted. 




November 26, 1969 
PERSONAL 


BEC-Jl 




u- 



/n d % 


T^Tio 


Feaeral Bureau of lavestigatioa 
Saa Francisco, California 


b6 

b7C 


Dear 


I have received your suggestion regardin^ a method ; 
for assembling fttes in location s ,,wbere^tbeseitem3,are. maintai ned 
on"o&m’’lS3iesr ^^^^^ consideration, it Ms been de^Ked that ilihe 
present system for preparing closed consolidated volumes oi^Jiles is 
followed it will take care of any problems being encountered4n the 
office to which you are assigned.. 

Althoa^ your idea was not adopted in this instance, 
the interest you displayM in submitting it to me is indeed appreciated. 


2 


NOV 2 6 1969 


rieia personnel file 


Sincerely yours, 

Edgar Hoover 


1 - Suggestion file 


Your attention is called to SAC. Letter 63-33 (A) 
dated 7/9/QZ wherein a me&od for preparing 
file ends in connection with closed files was 
described. If this system is used properly; 
the fasteners will be on the inside of the file 
backs and no problems as mentioned by the suggest er should be encoimtered. 

^ .It Personnel file of I 


Tolson 
Detoach’ . 
WaUefS 
Mohr 

0l^^op * 
Casper ^ 
CaHahan . 
Conrad ^ 
FeU__ 
Gole'w^ 
Bosen 
Sullivan 
*Tave 
Tele^ 
Holmes 
Gandy 


^(MlL:agQq 

ifOTE: 'Suggests chan 


(Suggestion 301^0 dated 11/20/69) 





_ , _ file assemblage in closed files sections where 
iile_s_are_stored on'^Mlve£ ~ Sani^^^oflaro meth^ is attached 
whereby prong fastener is attached in slots through file front, front is folded 
along crease, mail is added to file, and another file front with compressor 
is attached on top. i 

continued on page 2) / 


HAIL 



ua uj 


teletype; MNST 





•V 






- •“*- .-(U,- 

>> 

. ’^™fc«»,-- 


Letter to 


- b6 
b7C 


NOTE; f(Cpntinued). , 


, By SAG Letter. 63-‘33. mentioned in riptp.tp.SA 

was advised'.of a riiethdd for nJaldng file, ends from old lile backs, ^^nd 
attaching them to closed, consolidated vpliimes, of fUe^ If this - - 
method is used properly, there will fasteners expdspd^ totlock 

files together and-cause problems mentiohed by^suggest i^rarning 
piyisionbrecommendsh!^dea no‘t be adopted; ' ^ 




i 






From; ISnaoester^s name) 


Director, FBI 


Division o£ Assignment 

San Francisco 


SUGGESTION ^ 

4'*m < 

A change in file assemblage would- eliminate six problems present in 
Closed Piles Sections, and wherever Bureau files are stored on shelves* 
The change ca,n be illustrated by taking a, file front, attach the 
prong fastener in slots,, fold along crease, add mail to the file^ 
attach file front with compressor as usual* Cost would probably not 
change as present file fronts, unprinted, with prongs attached would 
replace, present file backs* 


3H NOV 24 idti9 


I 




Current practice or rule (Jnclude manual citation hs'weil^as facts) 

file backs with the metal back of the fastener exposed* Though the 
metal back is glued to the' file back, after short use and. filing, the 
fastener loosens and Drotfud’es, 


Advantages ox suggestion and annual savings (Include basis for estimate) 

Suggested change would allow shelved files to. fit flush together* The 
files would not lock together, building outward from the 'shelf as more 
files are added* Files would not lock together^, causing several to fall 
out when one file is pulled. Possible misfiles can thus be avoided. 
Cards attached to file covers for special information would not snag artd 
tear off* The back edge of the file front would not snag on the 
adjacent fastener, bending and weakening, the file front* Files .would 
not squirt off df over crowded shelves* The ^tra fold on the file 
back would gi've the file binding greater strength, slowing the 
wrir^iihg and folding of the file as' it grows older* 


Discsdyantages ,o£ s'uggesUon 

Existing supply of file backs, would have to be used*. A few more 
inches might be required per. shelf because of the extra file back 
thickness * 





(Tho use by the United-States o£ tny suggestion shall not £orm the basis o 
assigns upon the'Untted States. I, understand that I will be considered lor 
within two years alter submission,)' 

^Mr, □h£rs. □ Miss . — 


Recommendations and comments ol Division Head .SUggeStlOIl WOUld al ate. ^ problem OX fllOS 

sticking together, that is sticking to the fastener, and' also riiaii 
sticking to' the fastener. Disadvantage is^n loss of fili^ ahace due to 
additional thickness of file back. p ^ /X/\ 0 Oa f/U 

Suggest Bureau consider and if no 




jrifi 


1 







December 16, 1969 
PERSONAL 


SEC- 22^' 


iJ 





b6 

b7C 


Federal Bimeau of Livestigatioa 
New York, New York 


Dear 




Tolson ^ 
DeLoach . 
WoUere^ 
Mohr -- 


Your su^estions kave been received that an appro- 
pi^jgrefetrn ing: statement be placed on fiie1a ckets_when subjects have 
beea lmownlo be armed andf&gerous or have suicid^ tenancies 
and that a top serial be maintained in certain flies containing. the 
subject's description and photograph. I thou^t you would be inter- 
ested to know th^ similar propose have been considered pjreviously 
^d not adopted since it was decided the disadvantages involved in 
tpese procedures v/ould outweigh any anticipated saving. 

The interest you displayed in submitting j^ur ideas to 
e is indeed appreciated. 

Sincerely yours, 

J. Edgar Hoover 

2 - New York 

1 - Field personnel file 
1 - Suggestion file 
1 - Personnel file of SA| 

(6) (Suggestions 379-70 and 380-70 dated t2!/10/69) 




iBIshop «. 
Cosper « 
CcHahon 
Conrad ^ 
Felt 
Cole 
Rosen 
Sullivan 
Tavel 
Soyars 
Tele. Room 
Holmes 
Gandy 


NOTE: Suggestion 379-170 proposes appropriate cautioh'-statemerii 

stamped ons^tbp 6'£fire!ijacket. 

Same idea>h‘astbeeii fc^nsidered in recent past and not adopted. 

It was d^ided such action would place too much burden on Chief Clerk’s 
^^ation -should appear in appropriate communications 
an«06JLt>\fefi? MlhPsuch notation on file jacket, file would still have to be 
re.viewftd-to ^p^r^ahrreasons why subject was considered armed and 

(Note continued on page 2) 









Letter to 


NOTE: “ (Continued) 


dangerous or had v.suicidar tendencies. Eurther, all> fugitives sKouldi , 
logically, be considered armed andMari'gerpus whether so de'^cribed in , - 
■communications, or not^. Placing such responsibility on Chief Clerk " 

Office could" lead to terrors in that.stariip'cpuld^be omitted irp;m cpyer , 
or not transferred iPfile cpver ;had tto be replaced/ it was;Telt « 
iorego.ing factpr^s outweighed any anticipated.adyantage. ' - r * 

" ,Suggestion;380-70 proposes files on security ;subj pets ' j 

contain a' pink^nQdserializedrform which would remain top ser.ial of 
, current wolume, of file and contain subject’s description 'anC ^ ° 

. photograph.^^^, ^ - 

i^umerous ideas have been cpnsideredjih past regarding*, 
jise of top uriserialized sheet for' containing-descriptions in files. ‘It . 

•was decided reiianc.e on. sheet setting fortlj ihis informatiph would not ^ " 

be of y,alue . ^ For good records management, ^ each item placed in file '■ 
should bp serialized.. Time would , be involved in transferring^^^^ 
each time a new volume of file opened.' Reliance pn entries rather than 
file review could lead to error or omission; Training ■Division recbnimehds. 
current idpa not be approved. i: " 






I 

Employ^c^ Suggestion 

9rll-59) 


//i''- 



, Cutrent ptactloo'-or rule (Include snonual citation as well as facts) 

Not "in practice. 


Advantages<of suggestion and annual savings (Include basis- for estimate) 


Often times, subject's designation- as such is set forth 
an an early volume of file and nojb in subsequent volumes, Thi 
results In .statement being inadvertently omitted from subse-- 
queht coTOttuni cations. .Statement, on file, cover* would act-as ah 
immediate caution and reminder to Special .Agent handling case. 


1 Disadvantages of suggestion. 

None 


(Tlte use by the .United States of my'suggestlon shall hot form 'the basis of a fur ther claim ofany nature by.me, .my helrs.^r 
assigns Upon -the United States. 1 understand that I will be consl’detod for any Jj“ ^ 

withfn two years after submission.) 



Qwr. CD Mrs. CDk 


Signature and Tl/le b£ Suggester 









'3b 


Date ^ 

12/10/69 


To: • From . (Suaoesler's name) Division o{ Assignment ' j^g 

.«■( Plrecijpr, FBI SA /lOW YOrk b7C 

suGGESTiciN IrT^f i.l.ej3^ojal^acmJilj;si:^u^ sub.lect * sT^ escriptlon and photo 

should he-p JLaced on a non-serJLali zed ,pln k-£ o:rm. _which .would remain as 
‘ tj dp se rial! , oiL^our rent volume.. Color pink would serve as flag that 
form is not to be.: serialized, similar to PD-238 in administrative 
, section of informant files. Changes or up-dating form would become 
resppnsibiliby of case agent. Form would not eliminate necessity of 
setting forth full descriptive data where required (i.e, investigative 
. re'ppribs, dissemination communications or FD- 3.02s, following inter-. 

I viev/s) , -Form would not set forth resume of subversive background and 
[would not be intended to replace necessary file, reviews. Form could 
also include space for file numbers of auxiliary offices. 

'(SAMPLE FORM ATTACHED) ^ 

i Current practice or rule (Include manual citation as well®ds" facts) 

I Not currently in practice except, atixiliary office file numbers 

; may be written on inside of front coyer. ^ 

Advantages ol suggestion and annual savings (Include bosls for estimate) Form would serve as immediate' 

reference and assist 'greatly in file revievxs. Most often, descriptive 
information is set forth in first volume of file and not again unless 
special situation requires. SAs or file reviewers must go to early 
volumes of '.multi-volume case merely to obtain description. Photograph 
with current volume would assist file reviewers in immediately 
eliminating some references, based on appearanbe ( race age >. etc,), A 
newly assigned, agent could gain i^ediate familiarity with subject on 
whom there has been extensive investigation. Ready access to auxiliary 
"Office file numbers would be greatly beneficial in preparation of out- 
going communications and eliminate needless indic.es search by receiving 
office. Dollar value on countless agent and file j?eviewer "hours , saved 
-— would — be - Ki - i - ffi - cult — to — aeee s's - — - — — — — b. — rr 

.Dls^vantages of suggestion . _ w. — 

Minimum anujunt of time spent in preparing form. Fom would be 
utilized on pending .matters and prepared on closed cases as"%hey are 
reopened for investigation. No attempt would be made to prepare forms 
on all closed matters, 

(The use by the United States, of my suggestion shall not form^the^ basi s nf > n fnrthar nfntm'nf rrnir nntnra hu ma' mu hrtfrc t\r 
assigns upon the United States, I understand |hat I will be considered »d. 

within two 'years after submission;) ' C^/1 

CSwr. dlMts. CDmIss 


SUGGESTION 


iignatu/9 ana 


liaoltouggesiet 


neeominendatlons and comments ol Division Hoad 





signature and Title 


(Pg not write In this sp<ic4 r, tor B'^reau use only) 

I - 


mu a 


V 


PD 000 ^ 

.0 D 

' ' 3ub.ject*s Descriptive Information Pom 

Name' : _ 

Commonly known as; 

Aliases; " * 

t t 

Race; i.... 

Dob and Fob : - 

Residence; - 

Height; 

Weight; 

Buildr 

Eyes; 

Complexion; 

Scars and Marks,; 

Peculjia’ities & Characteristics; 

Occupation; 

Social Security Number : 

Marital Status; 

(identity of spouse) 

FBI Number ; 

Military Service Number: 

Photograph Pile Numbers 

Date Taken ( ^ ) Auxiliary Offices 


SUBJECT ARMED, AND DANGEROUS (Circle in red if applies) 

I 

EIJQLOSORf 



5010-10* 


OfTIONAl FOKM NO. 10 
MAY 1t*2 tOITION 
05A CIN. KIO. NO. 27 


UNITED STATES ^j^RNMENT 

Memorandum 




TO : 

Mi*; Tav^^ 

FROM ; 

/ 

^ifw. Waikart 

i 

SUBJECT: 

/ 

JBIJEORM-ROOK, 

li 

REyjSCONJDJ^RM 4-94 


It is requested ■ 




DATE: 10-23-69 


O 

l.es 


Tolson — 
DeLoach . 
^ Walttfs _ 
Moht 


Bishop 



b6 

b7C 


Collohan __ 

Conrad 

Felt : 

Gale 

Rosen 

Sullivan 

Tavel 

Trotter 

Tele, Room . 
Holmes . 
Gandy ■ 





[-94 be revised according to attached sample. 

A copy of current form an*d a requisition for a supply of the revised form are also 
attached. 


RE COMMENDATION : 


That this memorandum be forwarded to Forms Management Desk, Training 
Division, for appropriate action. 


Enclosures 








(SUBJECT) 


(PILE NO.) 


4-94; (Rev. 1-4-67) 




ALL SERIALS, . EXCEPT THOSE REMAINING IN FILE AND, THOSE LISTED AS CHANGED ON THIS SHEET WERE •SKIPPED" OR 
WERE REMOVED FROM FILE AND DESTROYED IN ACCORDANCE WiTH AUTHORITY CONTAINED IN 









(TAB CARD IN THE NUMBERING UNIT DATE 

INDiCA TES ACTION TA KEN) 

'lUOLQSUBE' 





^FILE NO.) 


^ ^ ■_ ’ " "’ '■■?»-- ^ iirrri - I III— ii— ri -|| ~ n„i f iT'-- 

EP T THOSE REMAININ G INJ=J I:E>-AND T LISTED AS C HAfe^ ON THIS SHE Et[. 
1^1 !^R^f«ci/idDcn'' or^^ERE removed FROM FILE AN D D EST RO Y E D I N Arrn wIth^A 1 1 THn R I T\ 


jWER^-SKIPPED" OR.WERE REMOVED FROM FILE AND DESTROYED IN ACCORdXnCE WITH AUTH6rITY|| 
WNTAmiD^N T-’-*' ■ “ “ ■ ” ■ .i,_ - 


^S ERIALSwere REMOVED FROM FILE AND DESTROYED IN ACCORDANCE WITH AUTHOR1Jy| 
f ' C0NTAlNED*HriL">-«=««»4p^x: ^~. ' . * »A«« >. nfc.« » ani» « »';^^ 




4-94 (Rev. 10-23-69) 




(SUBJECT) (FILE NO.) 

□ ALL SERIALS, EXCEPT THOSE REMAINING IN FILE AND THOSE LISTED AS CHANGED ON THIS SHEET WERE 
‘SKIPPED* OR WERE REMOVED FROM FILEAND DESTROYED IN ACCORDANCE WITH AUTHORITY CONTAINED 
IN 


□ FOLLOWING SERIALS WERE REMOVED FROM FILE AND DESTROYED IN ACCORDANCE WITH AUTHORITY 
CXSNTAINED IN 


(TAB CARD IN THE NUMBERING.VNIT 
INDICATES ACTION TAKEN) 


DATE 


INITIALS. 




iiiDLOSUl 




PRINTED REVISED 4-94 





. * 




0 


p 


";■ 


January 28, 1970 
PERSONAIi 





Mr. Robert E. Gebhardt 
Feder^ Bureau of Investigation 
Jacksonville, Florida 

Dear Mr. Gebhardt: 

I have receive^our suggestion regarding the use 
pf a "color system"' in thp^gh5^d-file-sectlpns of field oSices; as 
ah extension of the procedure whereby file ends are placed on 
these consolidated voiuines. This proposal has been evaluated 
and, while there is absolutely ho objection to such a practice', it 
has been decided the action necessary to bring it to the attention, 
of all offices is not warranted due to the varying conditions exist- 
ing in these locations. 

Although your idea was not adopted in this instance, 
the interest you disp^yed in brih^g this matter to my attention 
is indeed appreciated. ip' 

.. r 

1 - Jacksonville (Suggestion file)* 

1 - Personnel file of SAC Rpbert E. Gebhardt 
^j^ML:cakGA\^ 

(5) (Suggestion. 483-70 dated 1/16/70) 


Sincerely yours, 
J, Edgar' Hoovei? 


Tolson . 
Oetoach 
Walters.. 
Uoht ..... 
Bishop - 
Casp'ef.. 
Callahan 
' Conrad .. 

felt 

. Gale 


NOTE: Pursuant to SAC* Letter 63-33, 

•j.t- W* _ 




whereby' each 


Rosen 

SulUvon 
Tovel - ' 
Soyots 
Tele‘.,Roon> 
Holmes __ 
Gandy 


- ' ‘v ' f ^ ■ r 

^.office* with ppei^ shelf filing for closedjjf con solidated volumes 
o|.filee was^ advised of' afmetho_d_for pre mrin g.and-aHa HH^n 
to these v olumes and ^i ^arkingLthem jwith the beginning.a nd endin g, file 
numbers^ h each volume, Jacksonville Office* started using a "color- ■ 
systeni" approximately tsix- months ago in addition to Imarkihg these ends 
with file numbers '(samples attached). ;SAC Gebhardt stated this color 
system has been a great "safeguard" against misfiling. The system is 
merely the placing of colored, unprinted ^mmed labels^ on file ends. i V 

^ ‘ 'x;; 

E j'gt^gTY.PE^TCD- ^^;/^^^(NOTE Continued on Page 2)‘ 




Letter to- ‘jElpbert |jv Gebha'rdt. 
NOTE' Continued:’ 



Different colors are used for d classifications and when full- 

:sp,ec.trunl pf colprs exhaust,e.d, 'thp cpldfed labels are .theh; 

'Placed in different Ipcatiphs on fil.e but piacpd in same IPcatioii- 

for the^ particula,r classif icatipn. As noted on .samples,, twp; different 
colors' are used for four different pla^ sificatipiis, but location of 
:^mmpd. labels Iniwp instances .are\ehtirely different and as- entire 
shelf is' viewed fof a pafficular blassificatiort>. any cpnsoiidated file 
being ‘misfiTed yili stand put immediately. Suggests this syteni -could, 
be bf Pughf tp .attehtiPn- of -othpr offices as ah optional procedute^ 



’Training iliYisidn^ matter telephphically 

with.Inspecfipn Divism and if is. dgreed.prpcedure does .not warrant 
;ah SAC Lejtter; 'While; it may help in safeguardihg agairfst misfiles, and 
?may ‘be eye-catching^ procedure would’ involve extra work bn part of 
individuals handling t^^ Piling -by Auniber shpuid be entirely 

sufficient and Pne .should not depend ,bh,c^ alone. In event ati; 
indiyidual shpuid be, color-bU it wpufd rip.t aidi him. whatsoever in 
■handling files., TraininglDiyision recommend^ no, further action 
regardihg this prbposai. . - , , ; . ' 





^ 

EmployVe ^ggesti^n 
FD-252 (Rjsv. 9,-l*l-59) 


■£!5 


jJ 






V 




Da te 


1/16/70 


To: 


Director, FBI 


From: (Suggeste'r's name) 

ROBERT E, GEBHARDT 


Division o{..Ansignment 

JACKSONVILLE 


SUGGESTION Pursuant' to SAC, Letter 63-33 , dated 7/9/63, it is' optipnal with 
each office, to follow the pi^cedure of utilizing- file ends of the desirec 
width which may be made fron Pfile5 backs and placed over the Accp fastenei 
as the first and last item on the fastener to create a durable end for 
each file. This authority continues that the beginning and ending file 
numbers in the consolidated volume should be done in. permanent black ink 
on the file end.. This procedure-, of course, is utilized: .only where an 
office has open-shelf filing. The Jacksonville Office has been* utilizing 
this filing system for some years, and it has not only be'eh found effectijve 
and efficient, but presents a most favorable impression when viewing the 
open-shelf.- files in the closed files section. 

Approximately six months ago, the Jacksonville Office started 

j .(continued on next page) 


Current pracUCi^ or riije (Inclucle manual citation as v/ell as facts) - - .. ... 

There are no Bureau instructions 

known with respect to this suggestion. The only known filing -system is ad 
set forth abo.ve in the SAC Letter which is optional. 


Advantages ot^suggestloh and annual savings ^Include basis for estimate) 

It is a very definite safeguard against misfiling .of consolidated cilbsed 
files, particularly where there is a similarity of numbers such as 
"87s'' and '‘88s". - 


C 


Disadvantages of. suggestion' None 'known On ce thie gummed labels ..are attached , 
However, the labels have, been placed oH' the closed files in this 
division -oyer a ;period ,as..^ time was available to the S‘ecurity Patrol 
Clerk . 


(The use by the JUnlted States of m/ suggestion shall.not form the basi 
assigns upon the. United States. I understand that I v/111 be consider- 
within two years after submission.) 

E^Mr. I — jMrs. I i Mtgt 


my-h'elrs, dr 
7lon -ls adopiEd-— • 



Recommendations and comments of/6/v/s/c//l/</d/ ' Ag&n L llV'Ctiarge 

Division Read; 






Signature and Title 


(Do not write In'thls space - for Bureau use onl, 

yH<-r\CAt< l/l^S'/7o 

- - Af U ! C4- - //>_ P-/P r. 




JAN S-0 1970 






ADDENDUM OF I^BPECOI ON^DIVISiaT PAGE THREE 


\/ 



SUGGESTION ( Continued) 


a "col6r> system”' in. the closed file, section in addition to 
t;he aboye mentioned filing system, and based on the experience 
of the personnel of this /office , .particularly when placing 
consolidated files bacj^ into their respective sequence, it has 
been a great "safegueiji"' ageirtst misfiXihg. The color system 
is? merely the placipg^ 'Of; col6red'|j unpz^/rited gummed labels on 
the iXle ends. ’Different colors are utilized for different 
class if ipatiohs and- whe.n the. full spectrum of colors has been 
exhausted., the cplbred’ label's are, then placed in different 
locations on the file ends but, placed Xn the same location 
for the. particular classification. 

As .indicated in the fo^uf samples attached, two, 
different colors are lUtii-ized for four different .classifica- 
tions , but the location of the, gummed labels- in. two instances 
are entirely different and' asv the entire shelf is viewed 
for a -particular' classification,, any consolidated file being' 
misfiled will stand out immediately.. 

it is suggested the* Bureau consider advising 
those offices utilizing the. procedure set for,th in the 
‘above-mentioned SAC ie'tter of this color •sys'tem .presently 
being latilized in .Jacksonville for their consideration 
and possible, utilization, I-t is suggested, as in* the aibove- 
men-tipned SAC Letter, this procedure, be op'tiohal. 


-2t 





0 


o 


ADDENDUM 

INSPECTOR D. W. MOORE 
(DWM:wmj 1/21/70) 

As a result of inspection of the Jacksonville Office, 
it appears that this suggestion is an excellent one in those 
offices where open shelf filing is in effect as this system 
of color coding file backs very definitely would safeguard 
against any misfiling. Therefore, it is suggested that 
consideration be given to^^bringing this to the attention of Bureau 
officials. 



















^S/f — 





May 20, 1970 
PERSONAL 


bo 

b7C 


Federal Bureau of investigation 
Washington, D, C» 


!Oear 


I have received your suggestion that a system be initi- 
ated whereby files would be recorded ^ they, come.into. an office and 
informat ioJi;gouldiiemQte(Las>lQjghettier-t hey were released to ,be 
^retur ned to fil e or routed c^to-som e-other. individual . After Valuation, 
it has been decided the additional Work which would be involved in 
such a procedure by the personnel calling for files wqiild not be. 
warranted. 1 

The interest which prompted you to submit your idea is 
indeed apprecMed. 

Sincerely yoursj 


I ; n l-Mr. Tavel 


/ ~ ' 1 .1 - Personnel file of 

' '' ivMviL:cak 



(5) 


(Suggestion 783-70 dated 5/18/70) 



NOTE: Based on memorandum J . W. Marshall to Mr. Tavel, 5/18/70 


captioned 


GS-^3, Filing Unit, Files and 


Tolson ^ 
tDeUoucH , 
Walters _ 

‘Bfshop ^ 
Casper 
Callahcn « 
Conrad 
Felt., 

fiolft 


Bo sen ^ 
Sullivan , 
Tovel'^ 
Soya'rs ~ 
Tclcc Boora . 
Holmes 
Gandy -- — 


Communications Division, EOD 1/13/69, Streamlining Committee 
Suggestion, 0TB: csa. 

Training Division agrees with the views^expressed in. the 
above-mentioned memorandum and recommends idea riot be adopted. 


^ juri 5 1 



MAIL ROQM l I TELETYPE IIMIt I I 


\\ 



f / 

u 







TO 


OfTIONAt fO»M no; 10 
AUY |t6> fOinON 
CSA C(N. ft|0< NO. 27 

t^NITED STATES 



ERNMENT 


Memorandum 

Mr. Tavel 



DATE: 5-18-70 


FROM : 


SUBJECT: 



GS-3, Filing Unit 

Files and Communications Division 

EOD 1-13-69 




Tolson - 

DcLoach 

Mohr 

Bishop ■ 1 1 1 .1 II... 
Casper 

CoHohan , , , 

Con rod , 

Fell 

Gale 

Rosen — 

Sullivan ■ I 

Tovel 

Soyots . 

Tele» Room , 
Holmes 

Gandy _ -- 

b6 

b7C 


STREAMLINING COMMITTEE SUGGESTION 


\ 


assigned to Filing Unit, has suggested 

through the divi sion* s Streamlining Committee that eacfp^gersoh 
who calls files/SSou^ci^keep a record of the files as th e^dome'' 
Thto^the indT^^'duaT^lo'f crd^ o f f~ the^'“f^ 
l^niSy''^e'^re'le"^ jnTsgT'''l3f|jy^^ a s ih'gf IfEe^fr'ie ^ ^nYv i3u^ 

employee^ shouid**^dicate whether file went to another employee 
or back to the Filing Unit. He noted this would enable the 
clerk locating the file to find it much quicker thereby allowing 
the agent to handle the case much faster. 



Personnel of the Filing Unit and members of the Stream- 
lining Committee do not favor adoption of this suggestion inasmuch 
as considerable time would be required to accurately maintain a 
list of incoming and outgoing files including designating the name 
of the employee to whom the files are sent. Also, any inaccuracies 
in maintaining such a list would greatly reduce the effectiveness 
of this proposal. Since the primary objective and responsibility 
of file locate employees are to locate files as necessity dictates, 
it does not appear that this suggestion is worthy of adoption. 


RECOiaiENDATION; 


Desk.. 


For referral to the Training Division, Attention Suggestion 


OTB:csa 

( 6 ) 








m WAY 28 1970 





i 









May 21, 1970 
PERSONAL 


Federal Bureau of Investigation 

Washington, D, C, “ 

Dear 

I have been advised of your suggestion cohcer^g 
the consolidation of files in a p^icular classification under^cer- 
tain circiimstances. It; is a pleasure for me tp aditise you tMs 
proposal been adopted.and is being implemented. ^ 

The interest and initiative which prompted you to. 
submit your idea ^e indeed appreciated. 

Sincerely yours, ^ 

3“a Edgar Hoover 

1 - Mr. Tavel 

__^-=_personnel file of 

MAiLEP. cakGA*^ 

^ (Suggestion 785- 70.dated 5/18/70) 

COMM«FB^Otje Based’ nn mernnrandum .T. W. MarsKa.ll to Mr. Tavel date 


LNDJIE: Based’ on memora ndum J. W, Marshall t o Mr. Tavel dated 

5/18/70 captioned | GS,-4, FiJing.Unit, 

Files and Communications Division^ EOD 8/29/66, OTBrcsa. 

Training Division discussed this matter with the Special 
Investigative Division. and it had.no objection* to' the proposed action 
since the files tojlievcS^^^ejdayare so,old"they wouldv seldom be needed 
at this time. 

. ufe V \. d . . Am A. 




I '= 




i- L* y . 


V- .. 







^ fO»M NO. 10 

M'f 1»^2 lOmON 
OSA CCN. ktc. NO. 37 


Q 

UNITED STATES GOVERNMENT 

Memorandum 


o 


TO : 

Mr . Ta ve 1 

FROM : 

J. W. Mai^ 

SUBJECT: I 



DATE: 


5-18-70 


GS-4, Filing Unit 
Files and Communications DivMon 
EOD 8-29-66 

STREAMLINING COMMITTEE SUGGESTION 


a 


u 


e5 


Tolson . 
DeLoach . 
Woltets^ 

Moh: . 

Bishop . 
Cosper , 
Collohon 
Conrad , 
Fell. 

Cole . 

Rosen . 
SuUlvon , 
Tovel . 
Soyors 
Tele. Room , 
Holmes . 
Gandy . 


I assigned to Filing Unit, has suggested 
through the division’s Streamlining Committee thatT files in 
the 77 classificatio n (Departmental Applicants) (thrsaiigli the 
year~lS3B be *' scoped *V. Scoping the files entails putting 
several files into one section with one front and back forming 
a new file of about 1^ to 2 inches in thickness. She pointed 
out that since the present files are in poor condition, contain 
only a few serials and date back to the early 1920 *s, considerable 
savings of space could be realized as well as time which would be | 
required to repair the file covers for each individual file. / / j ^ 


(»= A vil’ 


Personnel of the Filing Unit and members of the Stream- 
lining Committee favor adoption of this suggestion inasmuch as 
it will provide for the recovery of valuable space and will enable 
these files to be repaired at a minimum cost as well as a minimum 
expenditure of time. Since only the files through the year 1945 
will be scoped, it is felt this action will not create any hardship 
with regard to these files being called for review purposes. Iti? 
is estimated that a 50% recovery in space will be- realized or five 
cabinets will be recovered. Therefore, this p;x>cedure is being 
adopted and implemented. 


RECOMMENDATION: 


For referral to the Training Division, Attention Suggestion 





REC-83 



I 

r 



t 




i/ 


IS JUN 11 1970 




Juae 17, 1970 

mmomh 





DeLoedb — 
tfaUess 
MoJit - ■ . ■■ 

Bishop .? 

CaspM _— 
CoUoiiaa 
Confocf ^ 
Feit'__ — ; 
Gole - — 

Bo sen — - — 
SulUvoa r— r 
Tavel — : — 
SoVots 

Teie. Boom. 

Hoioes 
Gdn — 


bo 

b7c 


Federal Bureau of fiivest%atioa 
Honolulu, Hawaii 


Bean 



Thank you for l^ sugge^ffi^ 
fiiraished field off ices b? the Seat of Gove: 



e ends be 
and that a: 


color code be utilized in ma|or classifications. As a matter of 
j^ssiMe interest to you, file covers are not prepared at &e 
Bureau bat must be obtained from another Government agency*. 
The cost of obtaining file ends from a commercial <mttet 
makes such action undesirable* With regard to the bolor ^ 
coding, tiiis proposal has been considered previously and - 
i not approved since it decided that filing by number tms 
entirely suificleat. 




I appreciate the thoughtMness which prompted 
you to submit your idea to me. 

Sincer^y yours, 

2 - Honolulu Hoover 

1 - Field personnel file 

1 - Suggestion ffie 

1 - Personnel file of l 
^t^L: das 

(6) (Suggestion 835-70 dated 6/10/70) 


NOTE:. Suggests Bureau supply precreased cardbpaijd^tobe used m 
binding and identifying consolidated cldsed files' 'maintained 
in open shelf filing. Also, suggests a color codevbe used in major 
•classifications to aid in brewing down classifications, for filing. 






f 

1971 

TEtETyPg unit I I 


(NOTE Continued on Page 2) 





0 


Letter to 


iSfQTE Continjied:; 

Pjresent system'fpr fieldrOffices. is to. make file ends 
from file, backs and= fronts and' this>,methbd was sent to field iby SAG. 
letter due to a |ormeiirsugge.stiom * A si 2 ^- month . trial of this;. method 
was conducted by Houston Office and Inspection Division thoroughly 
evaluated the- cornmerhial product with preparation pf these file ends 
by pur personnel; in field offices before a final .decision/!vas made in ' 
•this; matter. Gpmmercial product was^much- mo re expensive ^an^ it 
was decided that file ends bemade from- present file, backs by/ cutting 
strij^ the .desired sizd ahd'^folding to preate a file end. File ends of 
this type cannot be, printed at. S0G. Present file fronts and backs- are 
Obtaiped from' GPO. WMle color coding might, hplp in s^eguarding 
against misfiles., ahdmay be- e.ye-catch^^^ procedure would-be more- 
e.^ensiye pince special prders would have to ‘be made . to get color 
and we stiil J^buld hot obtain file ends from, the commercial putlet. 
Itwpuld alsp be disadvantagedus for cplorr.biindpmployees who 
must handle fhese filesi Training Division recpmmends m 
idea not be apJprovedi, ' - 





Employ CO' Suggestion 

'Fb-'2S2<^ev.,9-^-S9). 




Fjrom: (£ 


6/10/70 

Division of Assignment 

Honolulu 


Director, FBI , | | j HOHOlUlU b7C 

' ‘SUGGESTION • " - ' ' , 

Biireau supply pre~creased cardboard' to be utilized in binding 
and identifying consolidated closed files maintained in the open 
^ shelve filing,. This pre-cfeased cardboard would have two blank lines 
^across top portion and one b]aik line across lower portion. These lines < 
• would be utilizisd for indicating classification and serials contained ic 
j eacfiiparticiilar consolidated section. Through the center section would b = 
f ihe letters ’’THRU’' printed. Also foiar holes would be punched in the pre- 
cfeased cardboard. (see attached drawing for location and size) For 
indicating file numbers on each file a felt type marker would be 
. utiiissed i Further it is suggested that a color code be lased in the 
major classifications for example the 15 classification could' be red 
and the 25 classification could be yellow and etc. 


' Current ,'ptactice or rule (Ii\clud6 iponucl citation as.well as facts), . . , 

. Ctir rent prac tree xnvolves clerxcal txme in measurxng, 

* ,tiutting arid folding old file baOks. and fronts to the required size. 


' Ajdvjanlages of sugge’stlonT and annuol sayings jUnclude basis for estimate) 

Pfe-rcreased cardboard would be neater in appearance .due to 
the uniformity. It would also assxire uniformity of size ofi;alI 
consolidated files maintained in the closed section. Use of color 
code would- save time i^n breakdown of classifications for filing. 

I the color code would aid in the location or searching for 3iislaid 
; fi'les. ‘The amount Of sayings, involyed could not be estimated. 


Also 

Oi 


1; 1 


Ols'ody'antages of suggestion 


None>except cost of processing, printing and hole punching of binder.! 



;('Xhe‘.u'se by the fJnfted.States'of'my suggestion shall not form the bas 
assigns upon -the .Unltpd,Stat,es. ) understand that FwllI' be cbnsiderei 
within two. years after submissions) . 

fX]ldr. CDldrs. CD Miss 


H.ecomrnendaions;and. comments^ Suggestlon appears to have. mef It 'and it 

wouid. result in. improved appearance of closed files section. It is also 
noted. Bureau 'currently jirecreases top of fil^ covers (F-D-2^) 

' ' . ' - . 'RK-34r 


r- Bureau 






PERS0I7AL 


Bxwe 


REC‘59' L(o-. 3 3 / f-, ) 


4 ' 


Federal Bureau of Javesti^tioa 
Portlaiid, Oregon 


Dea» 


Tliaiik jf(Ki for the soggestiton regai^iing a new jnetiiod 
for nse in numbering our files. As a matter of poss&le interest to 
you, similar proposals have been considered previousij and not 
adopted. The present system has proved to be ehtirely adeijimte for 
our purposes and due to the extensive number of 'idles which we have 
at the present time such a change would not be warranted. 





I appreciate the interest you displaj^ed in submitting 
idea to me. 


*2; 


Sincerely yours. 


Tolson 
peLoach , 
WoUejs,^ 

Bishop ^ 
Casper ^ 
Callahan . 
Conrad ^ 

Gale — — ■ _ 
Rosen — 
Sullivan — 
■Xavel 
Soyars 
Tel 

Hol©es 
Gandy 


00 . 

^ -’^rtland *1 EcJgaj. Hoover 

^p!: Field personnel file 

^ Suggestion file 

|1 - Personnel file of SA 
,^(WML:dascfio.af^ ^ 

(6) -.(Suggestion 14-71, dated 7/2/70) 

__ £^0TE:- Suggester states- a number of businesses and govern- 
f / mental agencies have adopted a file-numbering system 
.g'the year in which file was opehedrand starting a 
at beginning of , each calendar year. Example: 








would be the first 26 case opened ompr -after 1/1/70;; 

(NOTE Continued on Page 2) 


■SHU L'^5 

— ^ MAU- ROOmI. I TELETYPE hhit I I 








’V 


bo 

b7C 


6 

iette^r'ipl 




NOtfE Continued: 

.26-7 1-i \^ould be the 'first J26 cdse opened* on.or after. l/l’/Tl. 
“Suggests consideratidii be giv;en 'to adoption .of this 'system by 
:Bure.au.\ , ' . 

’ Similar proposals have been- considered pre- 
viously and.'pot .adopted. Files and Communications Division . ' 
has considered' various ■ways' to shorten file numbers over 
the . years, but none has been found' to be/as effidient as* present 
system. .Cpr rent method- of numbering M is. tried, true, and^ - 
has proven to adequately .servei our ‘ptirposes. Our* files .are: top - . 
exfensi've to. attempt to change the rium.bering system a,t ;this 
time; It can' be easily ascertained how many files in a given 
.bategory have; been opened during any given period under our' 
present procedures. Tf aimng Division rec.ojnmends current 
idea hotbe approved. ' • “ 




Employ ee-Suggostion 
FD-2JB (Hev. 9-U-S9) 


Director, FBI 


SUGGESTION 



From! <Suqgester*s name) 




Division of Assignment 

PORTLAND 




A number, of businesses! and governmental agencies have adopted a file ' 
n umberi ng sys tem Incorpo .gai bing' the Jv jeag^in which, the .file was opened 
and st^t±ffg“'a:^n^rs^^^^ at'~the. beginning of each, calendar year. 
Example 26-70rl would ba .the !first. 26-base opened on or after 
1/1/70 i 26-71-1 would be the tirst 26-case opened on or after 1/1/71. 
It is suggested that consideration be given to the adoption of this 
s system J>y the ’Bureau. 


f 



Current practice or rule (Include manual citation as' well as facts)’ 

File numbers do not indicate year file opened and continue in niamerical 
sequence from year to year. 


.Advantages of suggestion and annual savings (Include basis for estimate) 

It will make it possible to tell the age of the base 'from the file ‘ 
m:i^er and to easily determine the Volume per. ye^ of. teases, opened 
in each classification. No monetary savings apparent. 


Disadvantages of suggestion 


None apparent. 



(The use. by- the United States of my suggestion shall not form the bds 
osslgns upon the United Stales. 1 understand that I will be consldetec 
wlttrln two years after submission.) 

iSSlwr. 1 Ikrs. I I Miss 


Recommendations and comments of Division Head j 

Suggestion appears to merit, consideration. It will mapjjnize the 
number, of digits in file numbers. It will^?'g§ailv i.dpht'f fv»,f iles' 
over, a year' old for administrative purpos 


So ecial‘^geht<ii»»^har 


(Do not write in this space j'. for Bureau use only) 











o 
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.23/^ 

I 1 

Federal Bureau of Investigation 
Washington^ D. C. 


Dean 


July 27, 1970 
PERSONAL 


b6 

b7C 



Thank you for the suggestion that the .na^kefs 
which are used to forward files to the individuals requesting 
them contain a space for entering the file number. After 
evaluation, it has been decided the instances when this 
information is actually neeited are too few to w^rant the 
work involved in placing this data on each marker. 

jt 

—I 

. Althou^ favorable, action was not taken in this 

insfeaCe, I appreciate the interest which prompted you to 
subn^your*idea to me. " ' 

L, ' 



Tolson ^ 
Sullivan . 
Mohr . 


Bishdp , 
Brennan, C.D< . 
Callahan — 
Casper 
Conrad — 
pelt ^7 

Galo ^ 

JRosch , 

Tavcl 




CO 

o 


Sincerely yours,^ 

J. Edgar Hoover 


1 -^lir. C. D. Brennan 
1 - Personnel file of 
kjilj'.d2is<h^ 

(5) (Suggestion 43-71 dated 7/20/70) 


NOTE: Suggests the serial and file markers used by the 

Records Branch to direct requested files to Bureau 
officials and supervisors bear the file number. In the^event 
j^e^arker becomes detached from the file, mail room 
empov^es could possibly match the two items up and 
facilits 






)Me being forwarded to requester. 


Walters: 
Soyars , 
Tclo. Roo^*. 
Holmes 
Gamly 


y®7 


- vV 

"A' 




\ 


\5 




r 


(NOTE Continued'on Page, 2) 


MAIL room! I TELETYPE UNITED 







Letter to 


NOTE Continued: 

4 

t 

"Files and' GommunicatiOris Division advises these 
-markers jDecdme detached from files so .seldohi that^the additional 
wpfk involved by Records Section e^mployee's in placing file 
number bn . each marker is not wa,rranted. Due to the volume of 
tiles called, this would' ameunt to a great, amount of additional 
time- oh the part of employees resulting, in .a delay in getting 
files to, officials and supervisors.. 'Due. to these views, Training- 
Division recommends idea, not be approved. 




.Employee. Suggestion 
FD-2S2'(Rev. 9-UrS9) 


o 


(b 


To: ■ ■ 

From; fSuanegtftr*.«t noma) 1_ . 1 

Director, FBI 




. 7 / 20/70 

Division of Assignment 

Domestic Intelligence 


SUGGESTION 


That ^erial and file'| markers utilized by Records Section to direc t 
requested files* to Bureau officials and supervisors bear the file 
number. - 



Current practice or rule. (Include manual citation ds well as facts) 

I At' present, markers bear the name of the requester, his location, name bd 
subject (generally very phonetic), date, priority of request and if 
request is for specific serial, the serial number. ; | 

Advantages of suggestion and annual savings (Include basis for estimate) 

■ In handling of file between Records .Section and requester, markers often 
become detached. Mail Room employee, not knowing destination of file 
without marker, is obliged to return it to Records. . Requester then must 
recall file when it is not received, only to learn file already charged 
to him. In effort to locate file, requester may wish to put it ’'on 
locate" requiring attention of file locate clerks. In this, situation as 
much as two work days may be lost in effort to" locate one file., If file 
number appeared on niarker*. Mail Room employee would .be in position to 
match marker with unmarked file; If marker without file :attached should 
.reach requester he would have indication as to the status of his request 
and be in position to move to locate, file witliout uhnejcessary delay. 


Disadvantages of 'suggestion 

Record Clerk’s time required to add file number to the information 
already called for on marker would be inconsequential. Preseht marker 
f orm could 'be used until supply . exhausted without revision. File number 
could be written on form currentlyVused, When necessary to replenish 
marker forms, form could be' revised to add space for file number, if 
- necessary. . ^ : r— ^ 

■ (The use by the. United States of my suggestion shall hot form th,jS| a further claim , of 'any„ nature by me, my heirs, or 

assigns upon the Unlted'States. 1, understand that I vvlll be coi&i|^rj!<}.for| ' " — ' ' — ' " IMgstlon Is adopted 

within two years after submission.) . CjwCfit 

□ Mr.. □Mrs. SmIss - Clfirk ^ 

i lU^ 6rSuggester 

Recommendations and comments of Dlvlslon“Head OrTO- A 


SEE ADDENDUM PAGE TWO FOR COMMENTS 
> OF DOMESTIC INTELLIGENCE DIVISION 

' (Do not.w'rtte. In this space - for-Bureau use only) 

^ 


Signature and Title 

E2 JUL3()1970 




X 'i 


O 



rs 


ir 


ADDENDUM DOMESTIC INTELLIGENCE DIVISION . RHH:ekn. 7;/22/70- 


Attached reconunends that file markers used by the 
Records Section to direct requested files to Bureau officials 
and supervisors bear the file number of the file to which 
they are attached. 


The suggestion was made since on frequent occasion 
the marker which is clipped' to thq file becomes detached in 
routing. Once detached it is particularly difficult to 
match the marker with the appropriate file, even though the 
latter may be located nearby. When such occurs the file is 
routed back to file section necessitating the requesting Agent 
to recall the file. There is, therefore^, a delay in obtaining 
same. ■ , 


If the^file number is placed upon the marker it- would 
be much easier to match- »the ‘niarker with the file if it should 
become detached- in being transmitted from' one person to another. 


The Domestic. IntelTlgenc Division feels that the 
suggestion has merit 'And could be .beneficial in the proper 
routing of files. The suggestion would’appear to be particularly 
attractive since :;there would be no ’additional cost to the Bureau. 


% > 



2 



o 


o 


<«v 




September's, 1970 
PERSONAL 


d ,j 




HEe-36 




federal Bure^ of Investigation 
Washington, D. C. 


Bear 


Thank you for the suggestion that steps be taken 
to ascertain if plastic fasteners are available for use in files 
and if they would be practical for this purposei I thought you 
would be interested to know timt inquiries have been made 
regarding thiq matter and it has. been ascertained that such a 
product is not available at the present time. 

The interest which prompted, you to submityour 
idea to me is indeed appreciated. 


1 - j^r. ^osen 
1^- Personnel file of 


Sincerely yours, 
T, Edgar Hoover ^ 


(Suggestion 200-71 dated 9/23/70) 


Tolson 
SulHvdn . 
Moht — 


Bishop 
Brennan, C.D 
Callahan 
■Caspct 
Conrad 
Ml 
Gaio 
Rosen 
Tavcl 
Wallers 
Soyars 
Tolo, Room . 
Hplmes 
Gan^ 


NOTE: Suggests use of plastic Acco- fasteners and that File^and 
^ Communications Division make appropriate inquiries to 

y determine if such ah item is available for use in files to replace 
^ the metal fasteners now being: used. If such an item is available, 
- suggests a determination be made a^ to the feasibility and 
I practicality of 'Using plastic fasteners in the filing- system. 




inquiries 
Dlie to thir 

regarding this proposal. 
MAIL roomC^ teletype unitCD 


es and Communications Division advises several 
in this area indicates ho such product is avai^abl^ 
e and none is known to the local representatives;^ 
Training Division recommends no further action 









Employee, Suggest ion 
FD-2S2 ,(Rev?'S-n-59) 


CP 




.0 


aO 


To: 


Director, FBI 


From; (Suqqoster*s name) 


Da te 


9/23/70 


Division of Assignment 

General Investigative 


bo 

b7C| 


SUGGESTION Use of Plastlc Acco Fastener;^ Suggest, that Files and 
>yCommuni<^tions Division make appropriate inquiries to determine if a 
>j \plasticMcco--type fastener is available lor use in files to replace 
rh'e metalTAiccosT"*^^ available, determine the feasibility 

and practicality of their use in the filing system. 






Current practice or rule (Include manual citation as well as facts) 

Metal Acco fasteners are used in the files. 


Advantages of suggestion and annual sayings (Include basis for estimate) advantage Of USing 0 . plaStiC 

Acco-type fastener would be that there’ would ?<bebr less destruction 
of file folders caused by tearing and marring as files are^ removed and 
replaced in cabinets. Other advantages would be less possibility of 
injury to personnel who handle and review files, longer wear and less 
breakage of prongs on fastener, less cost to the Bureau as plastic is 
less expensive than, metal. 


Disadvantages of 'Suggestion 

None known. 


(The use by the. United States of my suggestion shall' not form the basl 
assigns upon the United States. I understand that I will be considered 
within two years after submission.) 

Mr. .CUMrs.. I I 




L_jMiss I 


heirs, or 
k Js adopted 




oigiiutui^uiiu 1 uie ui uugguu 


Recommendations ond comments of Division Head 


This suggestion appears to have merit ;and! 
recommend its consideration., 



Assistant 

Director 








ndmtle 




(Do not write in this space - for Bureau use only)< 
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Emp^yc^' Suggest ion 
(Re-». 9-11-S9) 

« 

0 


• ’> 

© 

To: 

From: (Suaaester's name). 


Director, FBI 


- 


p 




l2-3-7d 


bo 

b7C| 


SUGGESTION 


Division of Assignment 



That all files, mai ntained in j pecial File Room 

of Records BranclTbe m ade for convenience o YnFile^JRgy^^ emblcrvees . 


0 . 


P]L&^ 


■ 




-d V 


CV 




.Current practice or rule (Include manual. citation as well vOs ‘facts) ‘ - . . , . , 

A yellow permanent charge out card stapled to a charge out 

back is filed in the regular numerical sequence of files for.each . 

contxnued. over) 


Advantages of ‘suggestion and annual' savings (Include basis for estimate), -=^ 

A list of files maintaineii in Special File Roora>'v;6'uid be 
available for file reviewers to check before going to- fi!^ cal^riet 
and thereby save time. There \vould be less rear oh t^; y^ilow-,| . 
permanent charge out cards fram less handling of thege^ cards / 





i 




Q,isadvan.tages of suggestion . 

Keeping, list current because of changes in files added or 
removed ficm Special File Room list; 


t-vA 


(The use by the.JJnlted States of my suggestion shall;nbt form the b asis of a further-claim of^any nature b y me, my heirs, or 


assigns upon the United States. I understand that I will be consider' 
within two years after submission.) y r 

I— I Mr. Ls^Jhlrs.. I - I 


MisI 


siiggestlo'n is adopted;- 

':Aei 


.Signature ,and Title o^iig^ester* • 1 



Becommendatlons-and. comments o^l'Divlsion Head 

Unfavorable . (See Page 2) . 


t^WB:csa 
( 6 ) 


® DEO 14 19^0 


Signature and^Tltie 


(Do. not write in U^ypace - for Bureau use only) 

Personnel file of | 

' O^ggpQEKpiM.OF THE TRAINING* DIVISION ON .PAGE THREE. 








j 
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Current practice or rule continued ; 

file number with restricted access that is maintained in 
the Special File Room. This card lists the file number 
and contains information indicating the file is maintained 
in the Special File Room, V/hen a file reviewer finds one 
of these cards in place of a file for a file reference 
listed on a name check search, slip, the reviewer marks 
Special File Room by the reference on the search slip. 

When all the other file references have been reviewed, 
the form and search slips are referred to the Special 
File Room for review of the restricted file references by 
approved personnel. 


Recommendations and Comments of Division Head ; 

Proposed list of files maintained in Special 
File Room of Records Branch is already in existence but 
it is a highly restricted list and it is definitely not 
desirable to make this list available to all file reviewers 
for security reasons. Also, although some file reviewers 
think such a list would save time, other more experienced 
employees and the supervisory staff believe time is actually 
more frequently wasted in checking each file reference 
listed on search slips against lists of various kinds 
before going to the cabinets to start the review. Since 
employee is resigning effective dose of , business 12-11,-70, 
she was orally thanked for her suggestion and the reasons 
for not adopting her suggestion were explained to her 
satisfaction. It is recommended this: suggestion be referred 
to the Suggestion Desk of the Training Division for informa- 
tion and statistical purposes. , i ^ 







0 



\ 





Employee Suggestio n be 

I b7C 


ADDENDUM OF THE TRAINING DIVISION, ML: das, 12/7/70- 


Due to the recommendations of the Files and 
Communications Division and the action taken by it, the Training 
Division is listmg this idea for statistical purposes only. 

RECOMMENDATION: That the suggestion not be adopted and a letter 

not be forwarded to the suggester but that a copy 
of this suggestion with addenda be placed in her personnel file. 
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fee- 


Jaaaary25, 1971 
PBRSOmi* 







Fedesr^ Btis^^of toesti^tioii 
Seattle, Wasliingtcm 


Dear 


Tlmnk you for the suggestion that cerfeiia iastruc" 

sectioa of the liaaual (& Hufis and Regu lations and a ton 

serial be utilized to set fOrthlEe necessary inforniation regardii^ 
these files. ! thought you would be interested to know that 
similar proposals have t^en considered previously and not 
adopted. It was decided the present woi^g on the file cover 
of the consoli(^ted volume is consistent 'Mth the manner in which 
these ^es shoikd be purged. 

The interest which led you to submit your idea to 


IJJAN2 51971 


Iv- coMM-Fsr 


J 


MAiLEB Jto-p,iadeed appreciated. 


v'R'RoiC 2v“ Seattle. 

1 - Field personnel file 
S ' i “ Suggestion file 
r - person nel File of 





To! son 
Sul H van 
^iohr . 


;L:das dW 

(6) (Suggestion 512-.7 i 
dated 1/7/71) 


Bishop 

Btcnnan, C.D. 
Callahan 
Caspci 
Conrad 
KeU 
Galo 
Rosen 
Tavel 
Walters 
Soyars ^ 
T^6lc. Rop 
llofmes 
Gandy 


Sincerely yours, 

J, Edgar Hoov^ 

The current rules are consistent 
with their intent. When files are 
consolidated, the.frohts are not 
retained with the exception of Jhe 
one, which goes on the consolidated 
volume. WiiOn files are destroyed 
under the circumstances as 
mentioned in the M a nu al of Rules 
and RegulaHohs, Section 3, 


b6 

b7C 


I 

\J> 


the reason for destruction is placed .on the file fronts or 
on the consolidated volume' front cover and the file numbers should 







,LT^’^SCOP’5SD COPt Ui 







, ‘ ^ '' ' 

' NO^E: Suggester references above -mentioned ;portion of the? 
nianual and- states procedures for consolidation of 
file§ closed six months inStruqt that file ,coyers are not to be 
retained. Suggests line (e) under Section (4) .be amended as 
Follows: * ‘Retain file covers" be deleted and, replaced by^' 
“Prepare top seriar showing title and" identity of office of 
, origin thereon for reference purposes. Also, suggests the 
^ top serial pontainva statement that all serials and ejdiibits ., 

have .been destroyed per Manual of Rules and l^egulations, 
except original FDv-30^ sighed statements and evidentiary 
material (pronosedjform attache^.- * * 

, Current instructions provide tpr this action 

^ ' ht'present tinie without nse of a top seriaL Seattle 1^, 

, evidently was not interpreting this rule as it was intended. 

When.iiles are consolidated after six, months and file fronts 
are destroyed, there naturally "Would only be frpnt of . ^ 

consolidated volume on which, to place disposition of tfe 
. files with office of prigim ' Training Division irecpnimends no 
. v ' , further action regarding this niatte^ - ! ' , , 

ji&-“ j ^ ‘ 

' ‘ -a* ’ ^ ‘ ^ 

■ ' ' ' 

* •' ,i- ' /I. , ' u il 









Eniployoo Suggestion 
'FD-2S2'{aov. 9-U-59) 



0 



• Da te 

1/7/71 

To: ■ T ' 

Director, FBI' 

1 From: iSuoaester^s name)/ ^ 


' Division.©! Assignment 

SEATTLE b7C 


SUGGESTION r 4 MANUAL OF RULES AND REGULATIONS , PART II, SECTION 3> 
page 13b, paragraph d, section (4) . Procedures for the cpnsolidation 
of files closed six months instruct that file covers are not to be 
retained. Therefore, it is sucfgested that line (e) -under section (4) 
be amended ^ follows: "Retain file covers" be deleted ahd replaced 

by "Prepare ^op serial .showing, title and" identity, of office -of' origin 
thereon for reference purposes. It also, is suggested that the top 
serial contain, a statement that .all serials arid exhibits’ have been 
destroyed per the MANUAL OF RULES'. AND REGULATIONS, except original 
Fb-3p2, signed statements and evidentiary material. Attached is 
a -suggested form for the top serial; 


Current pMc.tU:9'orTule'(!nclude manual citation as well as lacts) _ . 

File covers are destroyed when files are consolidated after having 
been closed six months. MANUAL OF RULES AND- REGULATIONS, PART 'II, SECTIOISj 
3 , page lib. ' _ 



Advantages. ol suggestion and annual sayings (Include b'asls for estimate) 5^ * 

This removes, confusion as to whether' the. file covers should be 


A 


etained upon co'risplidation after having been closed, -teix months., 
top serial ^. V70uld sh ow„t h.6Ljd ispositi6n of trie: missing jgrerials .a rid 
title being shown eliminates the need for chiacking- -thei^.^rigirialy- 
FD-302S and exhibits. f 9 r subjects. 








6 




Disadvantages of suggestion 

None 




(Tho u,s©’by. the United States of xny suggestion- shall * 1101 'form th^ 1 
assigns upon the .United. States. I understand that will be consid< 
wlthin*two years. after submission.) 

□ Mr. ’ CZlMrs. r~1 u 


Jter 


chief 


- r— ^ clerk ' 

to resolve the 
to be a reasonable way 


Recommendations and. comments of Division Head O 

My recommendation is favorable... This would ^ 
cpnfusiori in the' present instructions 
to handle the problem. ; 

Z)' 

(Do not, write in this space r-ifor bureau’ use only) 



1 0 pCoSUaS ^AN 29 1971 






TITLE: 


I OFFICE OF ORIGIN: 


All serials and exhibits have been destroyed 
per the MANUAL OF RULES AND REGULATIONS, except original 
FD“302s,' signed statements and evidentiary material. 

Last serial in file dated 


TOP SERIAL 

FILE NUMBER: . : ■ • " 

maimMi 





O^TIOHM rOXM NO. 10 
A4AY lf«2 lOmON 
0$A CCN« lttO< HO« 37 


UNITED STATES G 



5010-104 

RNMENT 


Memorandum 


TO 


Mr. Tavel 



DATE: 2-3r71 


FROM 

SUBJECT: 




GS-3, Filing Unit 

Files and Communications Division 
EOD 9-8-70 



STREAMLINING COMMITTEE ^GGESTION 


Tolson _ 
SulKvaa 
Mobt 
Bishop •_ 



Kosen _ 

Tavel 
Walters _ 
Soyais - 

Tele. Rooa 

Holaes ; 
Gandy _ 

b6 

b7C 


Employee, assigned to the Kling. Uriit,> h^,suggested through the 
Divisiop^treamlining Committee that^other' type o Mue backsb e used in 

whicfi^^l ^back ja cket would have''^^^r^g.Jl ap folded toward ti bLeJnside.£ilthe,: 

file where the metal fixture would be attached, leaving the outside of the file 
with a smooth side, as the metal frstures on the back jackets of files being 
used protrude. ^ 



The Streamlining Committee and supervisory personnel in the 
Records Branch do not favor adoption of this suggestion since the new file 
backs presently-being used have faste ners embedded in.the cover, which 
eliminates the problem referred to by 


adopted, it would increase the volume 


If the suggestion* wer 
of fili ng space by the type of fastener 



jwas orally thanked 


recommended ^d this would be undesirable, 
for her suggestion and, therefore, formal acknowledgment of this suggestion 
does not appear necessary. 


RECOMMENDATION: 






For^referral to the Training Division, attention Suggestion Desk. 





< 


JWA:ifc 
(7) 

1 - Personnel file of 


SEE ADDENDUM OF THE TRAINING DIVISION* ON' PAGE TWO‘£^ 


'47 

^ll04 



FEB 19197 V 

- ' 


9 


FEB 10 1971 








G^-3, iFiling Unit, Files and Communications Division 
EOD 9-8-70, Streamlining Committee Suggestion 

ADDENDUM OF THE TRAINING DIVISION,'^L:dasf2^/71 

Due to the views of the fEHes and Communications Division 
and the fact that the employee has been orally thanked for her idea, the. 
Training Division agrees that no further action is necessary regarding this 
proposal, and it will be listed for statistical purposes only. 

EEC OMMENDATION: . That the suggestion not be adopted and^l|^|p:er not be 

prepared to the suggester since she ha^i^'^en thanked 
orally for her submission. ^ 





- 2 - 






I 


May 10, 1971 
PERSONAL 


m 16 


04 



ItK' 


).P 


Tolson . 
Sullivan , 
Molir , 


Bishop 

Brennan, C.D. . 

Callahan 

Casper ^ 

Conrad . 

Daibcy 

Felt - 

Gale - 

Rosen - _ __ 

Tavel ______ 

Walters 
Soyars 
Tele 
Holmes 
Gandy 




Federal Bureau of Investigatioii 
Washington, B. C; 


Bean 


Reference is made to your suggestion that consid* 
eration be given to preparing Form 4-49 in Afferent colq^ to 
designate specific prioMties for the handling of files. It ^ a|* 
pleasure for me to advise you that a modification of your* - ? 
proposal is being adopted and steps ‘will be tahen toipldce-it inf^ 
effect. Pink ifTill be utilized for serial markers uhda^ifies>mxist 
receive either of two types of special handling and wliite be^ 
retained for all other categories. * 

I want to take this opportunity to egress my 
appreciation to you for bringing this matter to my attention. 


A 


1 - Mr. Rosen 
r Personnel file ofj 
L:das<jUiL^ 

(5) (Suggestion 779-71) 


Sincerely yoims, 
J, Edgar Boovtjt 


NOTE: Based on memorandum J. W. Marshall to Mr. Tavel, 
0TB; sfh, dated 4/29/71, re: Suggestion of[ 

: T T . • <-1_' 


4-26-71, General Inv^^ti^ative' Division^ Suggestion^77y-7l with 
Addendum of -the Training “Elmsipn, ML: das, 5/7/7 Ij. 0 ][ 




.1 







bo 

b7C 


MAIL ROOM P I TELETYPE UNIT PH 








o 









ApHi28, 1971 
PERSONAL. 


4 



“ 

C4 

*-i 

5 

a 

00. 

Oi 

< 

2. 

cs: 


Q- 


<c 




ToUpn _ 
Sullivan , 
Mohr 


Rislinp ■ : 

Brennan, C.D‘.- 
(lallnhnn , 
Ca’spcr _■ 

Conrad - 

Baibey _____ 

Rolt -7_ 

Gale ^ ; 
Rosen ______ 

TAvpI* ' 


Walters ___ 
Soyars ■ ...._~ 
Tele. Room , 
Holmes __ 
Gandy 


Federal Bdreau of Investlg^od 
Washiagtoni I>. C. 


Dead 


Thank ^rfior your siJggesUoa that consideration 
^ given to prepariii^orm, 4-49,jn Ji^e#enM^£^tc^4®sig^te” 
specifiLe pr ioritie s for^the h a ndling of Mes » Tdnr pK>pqsal h^ 
been referred to ttie appropriate di%ion for evaluatl^ and^yoii 
vdU.be*hii^er.adyisedV7h8a:a decisiptt.i^^ 


rt' 


i appreciate the interest vMch led you to pwide* ^ 

me with your observations in this matter. 


Stocerely yours, 

3, Bdgai Hoover 


CT‘, 


LO 

rn 


b6 

b7 


1 r Mr, Rosen - 

' ' . - - 

^ 1 - Perspiinel file pf| 

)%i^ER:das (pi«^ : 

(5) (Suggestion 779-r:71 dated 4/26/71) ^ 

NOTE: Suggests epnsideration bp given to color-coding Fpriii 4-49^ 

which is used as a routing niacker for files and serials, to iacil- 
itate' priority Jhandling of files when desirable. Different colors 
would de'^ote priprity of handling as: white for "regular** delivery; 
blue ipr '*next delivery:** pink fpr *'spe6ial** deliverV;^ahd''green,for - 
^•box and Fiin. ’* Priority designation would also; be printed.oh card 

T - ?v 

.ReferredTo Files ahdCommunications' Division for-.. 


itself. 


views and recommendations. 





3*.r 




MAILROOMCIil TELETYPE UNITl 1 






■4 «t ;■> 

Emnloyob’Sug^estion ' 
FD-2S2 (Rov. 9-11-59) 


-ri-Tl 


Dlrectorf FBI 




Suaaoslor's name 


April 26^i9?^l 


Division of Assignment 


General Investigative b? 


SUGGESTION Tha,'t Consideration be given tg^olor-coding Form 4-^49 (copy 
attached) to facilitate priority han6i^s(;iSf~£^'&sT when desirable. Use 
of different colors of paper or cardboard to indicate priority of hand- 
ling, for example, white for "Regular” delivery, blue for "Next Delivery,' 
pink for "Special" or green for "Box .and Run,'* would alert all persons 
handling files en route as to which files require expeditious or immedi- 
, ate handling. 

The necessary data for Records Branch routing would be printed 
as at present, on form 4-49 and additionally the* appropriate priority 
designation, as "Regular," "Next Delivery," etc. 


Current practice or rule (Include monual citation ds well -as facts) 

A form 4--49 is attached to each file routed from Records, with 
name of addressee, room number, and subject handwritten or stamped, and 


EiliT 


Advcmtages of suggestion ond annual savings '(include basis for estimate) ^IlU IVUil" ; = 

Color-coding would enable easier identification of Jiles, as t 
urgency of delivery, at each stage en route, including di’stiniation, with 
out, necessity of examining each form 4-49 to determ^e tlie stamp. 

No basis for estimating savings. ^ -rr . 


Disadvantages of suggestion 


Necessity for maintaining stock of each of tjiei.colored^forms 


instead o^ one color . 


(The use by the United States of my suggestion shall not form the 
assigns upon the United States. I:understand t^t 1 will be consld 
’ within two y,ears after submission.) y ' 

tk^Mr. IZDMrs. I I 


Recommendations and comments of Division Head 



Suggestion offers an.adiiitional means by ^wMch^all personnel haniiling the routing of 
files may determine at a glance the priority assigned to a particular file request. 
Suggestion is believed to have merit, \ ^ , j . ^ , Assistant Director 

r,..— * -j : j f’ 


ecommend it be favorably, considered. 


mmmmsm 


n^5Wttw«flp 






W4'. o.TlS 

H-a'Jvn 




















FROM 


SUBJECT: 


* » - 

TpntONAl FOItM NO. 1*0 MIO -100 

MAY \ui lOmON f" A 

09 A OIN. MO. NO. i 7 %'" # 

UNITED STATES GOiiSRNMENT 

Memorandum 

Mr. Tavel 

Marshall 


DATE: 4-29-71 


SUGGESTION OF I 

4-26-71, GENERAL INVESTIGATIVE DIVISION 
SUGGESTION #779-71 



Tolson _ 
Sullivan _ 

Mohr 

Bishop. ■■■■. . 
Brennan, C.D., 
\Qallahan _ 


feonrad 

'Oalbey __ 
FeU___ 
Gale 

Rosen — 

Tavel 

Walte'rs __ 

Soyais 

Tele. Roots . 
Holmes __ 
Gandy ■ 


Employee sugge^ed that consideration be given to 
color-coding ^orm 4-49 . » WSerial Mark er) to facilitate 
priority handnjng**of*l!iles'*1S5^^ and Communications 

Division. It v/as noted, presently, serial markers are 
stamped ’’Regular,” ’Next Delivery,” ’’Special ,”'^br ’’Box and Run.” 
Suggestor believes that color-coding v/ould enable quicker 
identification of files in the handling and prtJcessing. 
stages including final delivery to the requestor} 

The Files and Communications Division favors • 

adoption of this suggestion as to the utilization of two 
colors of serial markers. It would appear advantageous to 
utilize a pink serial marker for ’’Special” and ’’Box and 
Run,” and the current white serial marker for ’’Next 
Delivery,” and ’’Regular” file requests. To use additional / 
color-codes would impose an administrative problem in ‘ ( 

stocking supplies and providing ready access to the serial V 
markers in the working area. Since ’’Special” arid ’’Box __ 
and Run” files are handled on a more expedite basis, it wiLl 
be feasible to utilize pinE color serial markers for the^f 
file requests, ^ 

CO. ^ 

RECOMMENDATION: ^ 

* 

The Files and Communications Division favqrs ^ 

adoption of the amended suggestion. 

pTB:sfh 

03) d 


Enclosures 

" SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE TWO. 

(L /I/ 


-21971 ^ 


E5 may 12 1971 






6 


0 


Memo Marshall to Tavel 


Re: Suggestion of | 

4/26/71, General Investigative Division 
Suggestion #779-71 


b6 

b7C 


ADDENDUM OF THE TRAINING DIVISION, 




5/7/71 


y Since the Files and Communications Divisions feels the use of 

* ^ink and white "Serial Markers" will facilitate the handling of files as 
mentioned in tfrTf^^gmr^^emorandum, the Training Division has no 
objection to the approval of the idea as modified. It should be noted by the 
Files and Communications Division that the form will have the same number 
in both colors so the color being ordered must be specified on the requisition. 

RECOMMENDATIONS: (1) That the suggestion as modified be approved and 

the attached letter be forwarded to the suggester 
advising him of this fact. His idea has been acknowledged by prior letter. 



— 



(2) On approval, this memorandum with addendum 
will serve as the authority for the Forms Management Desk, Training Division, 
to take appropriate action. 





- 2 - 







j0t0»106 


O^nONM fOKM HO, to 
MAY 1*62 IDITION 
OSA CCN, ftCO. NO. 77 


" ru UNITED STATES GOVERNMENT 

^ Memorandum 

'o : Mr. Tavel 


FROM 


J. W. 


DATE: Ipni 


NE ^ILES FISCAL YEARS 1970 AND, ^1971 ^ 

Ther© is listed herein the number of New Files opened under each 


To! son - 
SulHvan 

Mohr ■I..,.' , 

Bishop. I, „ ,1.,.., 

Brennan. C.Dr^ 

Callahan 

Casper ■ m 

Conrad - 

Dalbey 



Gale — r,— 

Rosen 
Tavel 
Walters 

Soyars 

Beaver 
Tele. Room 
Holmes 
Gandy 


classification for the fiscal years 1970, and 1971. 
CLASS SUBJECT-MATTER ^ 

- y - , 

1 Training Schools & National Academy Matters 

2 Neutrality Act 

3 Overthrpw and Destruction of the Gov' t 

4 Firearms Act; National & Federal 

5 Income Tax 

6 Interstate Transportation of Strikebreakers 

7 Kidnaping 

8- Migratory Bird Act 

9 Extortion 

10 Red Cross Act 

12 Narcotics 

14 Sedition 

15 Thefts from Interstate Shipment 

17 Veterans Bureau Matters 

21 Food and Drug Act 

25 Selective Service Act 

26 Interstates Transportation of Stolen Motor 

Vehicle or Aircraft 

27 Patents 

28 Copyrights 

29 Federal Reserve Act 

31 White Slave Traffic Act 

32 Identification Matters 

36 Mail Frauds 

39 Falsely Claiming Citizenship , 

40 Passports and Visas «« 


GPR:jtk 

(4) 


NEW FILES NEW FILES 


F. Y. 1971 F. 

Y. 1970 

399 

472 

15 

13 

0 

1 

19 

18 

0 

0 

1 

1 

498 

470 

0 

0 

1,585 

^1,647 


y 0 

1 r 


10 

\ 37 

2,251 

2,801 

135 

151 

0 

0 

14,398 

18,478 

3,778 

9,205 

2 

2 

12 

13 

2,956 

4,130 

175 

262 

104 

80 

3 

1 

rwwfcgd TfirWl^g ' 

JUL 9 1971 



Memo Marshall to Tavel 

Re: New Files Fiscal Years 1970 and 1971 


CLASS SUBJECT MATTER NEW FILES NEW FILES 

F. Y. 1971 F. Y. 1970 


42 

Deserters and Deserter-Harboring 28,135 

29,817 

43 

Illegal Wearing of the Uniform, Etc. 

119 

146 

44 

Civil Rights 

3,583 

3,023 

45 

Crime cn the High Seas 

77 

94 

46 

Frauds A^inst the Government 

1,206 

1,115 

47 

Impersonation 

354 

393 

48 

Postal Frauds 

1 

1 

49 

'Bankruptcy 

314 

300 

50 

Involuntary Servitude and Slavery 

35 

12 

51 

Jury Investigations 

2 

2 

52 

Theft, Embezzlement or Illegal Possession 
of Government Property 

1,509 

1,906 

54 

Customs Laws and Smuggling 

1 

0 

55 

Counterfeiting 

1 

0 

56 

Election Laws 

97 

48 

58 

Bribery 

218 

241 

60 

Antitrust 

73 

66 

61 

Treason and Related Statutes 

1 

4 

62 

Miscellaneous Matters 

829 

626 

63 

Non- Subversive 

586 

652 

64 

Latin -American, Matters 

28 

33 

65 

Espionage 

457 

542 

66 

Administrative Matters 

7 

1 

69 

Contempt of Court 

11 

8 

70 

Crimes on Indian & Other Government Reservations 

2,022 

2,016 

71 

Bills of Lading Act 

6 

8 

72 

Obstruction of Justice 

49 

48 

73 

Application for Pardon- & Executive Clemency 

211 

237 

74 

Per j ury 

40 

37 

75 

Bondsmen and Sureties 

0 

0 

76 

Escaped Federal Prisoners, Federal Escape Act, 
Parole, Probation and Conditional Release Violation 

2,177 

2,183 

77 

Departmental Applicants, Etc. 

6,343 

4,912 



o o 


Memo Marshall to Tavel 

Re: New Files Fiscal Years 1970 and 1971 

CLASS SUBJECT MATTER NEW 

FILES 

NEW FILES 


F. Y 

. 1971 

F. Y. 1970 

78 

Illegal Use of Government Transportation 
Req. 

0 

0 

79 

Missing Persons 

322 

283 

80 

Laboratory Research Matters 

1 

2 

80-98 


2 

10 

80-606 


4 

2 

82 

War Risk (Civil) 

0 

0 

83 

Courts of Claims 

18 

25 

86 

Federal Lending and Insurance Agencies 

im 

85 

87 

Interstate Transportation of Stolen Property 

5,225 

5,418 

88 

Unlawful Flight to Avoid Prosecution 

3,092 

3,018 

.89 

Killing or Assaulting a Federal Officer 

190 

159 

90 

Irregularities in Federal Penal Institutions 

81 

68 

91 

Bank Robbery 

3,746 

3,274 

92 

Interference by Violence with Int. Commerce 

558 

708 

93 

Ascertaining Financial Ability 

89 

101 

94 

Research Matters 

931 

729 

95 

Laboratory Examinations 

7,777 

7,704 

97 

Registration 

43 

51 

98 

Sabotage 

142 

219 

100 

Internal Security 

7,115 

4,938 

103 

Interstate Transportation of Stolen Cattle 

19 

10 

105 

Internal Security (Other than Communist- 
Russian) 

8,714 

11,253 

109 

Foreign Political Matters 

6 

3 

110 

Foreign Economics 

1 

0 

111 

Foreign Social 

0 

0 

112 

Foreign Funds ' 

0 

0 

113 

Foreign Military & Naval Matters 

0 

0 

114 

Alien Property Custodian Matters 

0 

0 

115 

Bond Default 

493 

335 

116 

Atomic Energy Act-1946-Special Inquiries 

1,381 

1,505 


- 3 - 
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o 


o 


Memo Marshall to Tavel 

Re: New Files Fiscal Years 1970 and 1971 


CLASS SUBJECT MATTER 


NEW FILES NEW FILES 
F.Y. 1971 F. Y. 1970 


117 Atomic Energy Act-1946-Investigation 

119 Lobbying Act 

120 Federal Tort Claims Act 

122 Labor Management Relations Act-1947 

123 Voice o£ America 

124 European Recovery Program 

125 Railway Labor Act 

131 Admiralty Matters 


18 

1 

318 

81 

0 

0 

8 

65 


20 

0 

252 

86 

0 

0 

8 b2 
73 b7D 


138 Loyalty of United Nations Employees 

139 Unauthorized Publications of Use of 
Communications 

140 Security of Government Employees 

141 False Entries in Records of Interstate Carriers 

142 Illegal Use of a Railroad Pass 

143 Interstate Transportation of Cabling Devices 

144 Interstate Transportation of Lottery Tickets 

145 Interstate Transportation of Obscene Matter 

146 Interstate Transportation of Prison- 

Made Goods 

147 Federal Housing Administration Matters 

148 Interstate Trahsporation of Fireworks 

149 Destruction of Aircraft or Motor Vehicles 

151 National Aeronautics & Space Act-1958- 
Applicant 

152 Switchblade Knife Act 

153 Auto Information Disclosure Act 


32 

32^ 

225 

1W1 

1,290 

1,269 

5 

5 

0 

0 

43, 

22 

8 

16 

203 

236 

0 

0 

701 

611 

3 

4 

1,032 

742 

235 

328 

0 

3 

5 

9 


- 4 - 
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o 


Memo Marshall to Tavel 

Re: New Files Fiscal Years 1970 and 1971 


CLASS 

SUBJECT MATTER NEW 

FILES 

NEW FILES 


* F. Y 

. 1971 

F. Y. 1970 

156 

Welfare & Pension Plans Disclosure Act 

47 

44 

157 

Racial, Bombing Matters 

4,427 

3,739 

159 

Labor Management Reporting and Disclos^ure 
Act of 1959 (Investigative Matter) 

258 

214 

160 

Federal Train Wreck Statute 

130 

132 

161 

Special Inquiries for White House, 
Congressional Committees, and other Government 




Agencies 

838 

805 

162 

Interstate Gambling Activities 

54 

36 

163 

Foreign Police Cooperation 

2,479 

2,624 

164 

Crime Aboard Aircraft 

614 

403 

165 

Interstate Transmission of Wagering 
Information 

338 

495 

166 

Interstate Transportation in Aid of Racketeering 

581 

757 

167 

Destruction of Interstate Property 

43 

b2 47 

168 

Interstate Transportation of Wagering 


b7D 


Pa-ra-nbp>-rnfl1 i a 

31 

35_ 



T7^ 

Sports Bribery 

11 

15 

173 

Public Accommodations, Public Facilities 
Public Education- Civil Rights Act 1964 

731 

843 

174 

Bombing Matters 

833 

340 

175 

Assaulting the President or Vice President 
of the United States Matters 

196 

34 

176 

Anti Riot Laws (ARL) 

67 

616 

177 

Discrimination in Housing 

412 

359 

178 

Public Law 

18 

22 

179 

, Extortionate Credit Transactions 

98 

181 

180 

Desecration of the Flag 

62 

141 

181 

Consumer Credit Protection Act 

5 

17 

182 

Illegal Gambling Business; Illegal Gambling Business- 



Obstruction. 

444 

0 

183 

Racketeer Influenced and Corrupt Organization 

16 

0 

184 

Police Killing 

11 

0 


- 5- 

137,259 

146,429 

Cx 







Memo Marshall to Tavel 

Re: New Files Fiscal Years 1970 and 1971 


CLASS SUBJECT MATTER 


NEW FILES NEW FILES 

F.Y. 1971 F.Y. 1970 


67 Personnel Records Unit 


17,46.4 . 20,614 

k 


GRAND TOTAL 154,723 


167,043 





20, 197i 
PERSONAL 





b6 

b7C 


F^erai Bureau of lavestigatloa 
Sacr^ento, California 


Dear 


Thank you for the suggestion that We cove rs be printed 
on both sides. I thought you would be interested roSo^thel^me 
proposal has been coii^idered previously and nqt.adopted slnceiit ms 
decided the disadvant^esi involved would more th^ pffset.any^ticl- 
patedbeneflts to be derived from tMs action. -ar 


in. 

O- 



< ■ t , ^ ^ 

thoagMiilaess ij/hlch prompted you^^^^bmj^t yodib 


C“v. 


deed appreciated. 






2 - Sacramento 

I t F^ld personnel file 
1- T ^gestion file 
1 Personnel file of 


Sihcerelyyburs, 






(6) 

"'NOTE: 


j- 


(Suggestion 110-72 dated 8/16/71) * : 

Suggests file; covers be printed oh both sides so they may be used more 
than 


Tols6n<^ 
Felt„ 
Sullivan . 
Mohr , 


RUhftp - 

Brennan. C.D. . 
Callahan 
Casper . 

Conrad . 

Dalbey , 

”Gale. 


Ponder . 
Rosen , 
Tavel . 
.Walters . 
Soyars , 
Tele. Room ^ 
Holmes , 
Gandy , 


Same idea has been considered* several times in, past and not adopted. 
There* w^urd be additional cost to run these fronts through equipment 
twice for p^rihting on both sides’i Fronts become mutilatedihrbugh 
co^nstaht use and in^st instances they would hotrbe in a satisfactory 
c6ndiuon /or^.]^se^ would be a margin for etrorl should front 

be placed on m^*with wrong, side up»showii^ ihcorrect file number. 
Due^tqfhese views-, Tfsiihihg Division recommends^ current idea not 

/6sSuf?ife- ■ - m - 

MM.HOOMa F ' ' 









Suggestion 

‘FDiaSX'fRev. 9-11-59) 



SUGGESTION 


8/16/71 


Division of ^Assignment' 

SACRAMENTO 


It is suggested that file^covers: be- printed on both sides; 


Current practice or rule Onclude^nianual citation ds well ds facts) 



File covers are presently being printed on one side. 


.Advcmtages of, suggestion 'and annual savings (include'^basis for estimatej 

File covers could be used more than once by simply reversing the cover 
and reusing it on the other print side. When files are consolidated the 
' covers are of no further use and are discarded. However ,"*']j7itl:^ printing 
on both sides the covers coiild be reused fpr re-op6nii^ c^es ;pr for 
covers on new cases. The annual savings are unigiown.'^ If^this^:, 
suggestion were ^ployed only half as, many covers 

thereby cutting the cost of covers by fifty .per cent,a^ __ 

s : a 

- - - - - -- ^ ^ ■ 


Disadvantages of suggestion 

I't is' not Idaown. if printing on both sides TOuld be economical. 




(The.use by the United 'States of my suggestion shall not form tKe b<rsis of a further claim of cny ndture.by me, my heirs,, 
assigns upon the United Stdtes. 1 understand that'! wlU be considered for any justified avvard only'if'my suggestion is d< 
withinjtwo years after submission.) 

I Mr. 1.. Ihirs. I l iUiRg _ i ■ . I . . . . . I. II I . _ 

1 . . _ Signature and Title of Suggester 


Recommendations- and comments of Division Head riffx QO V w j ) ^ f ] 

It is believed that if file covers can b^f^inted on both sidp , 
Economically this suggestion should be^^pted^^ V"' O 0 ^ 




(Do.not'wrlte inithls>space - for Bureau use. only) 

feM -ff t fh') . 


Jlfifafure and Title, 


Special Agent in ChSrgdGxlH 1971 


Bureau 


- Sacramento 






■■S: * 




o 





^ 32 U -^ 3 ^ 


Federal Bureau of Idvestigatioa 
New Haven, Coimecticut 


Deaxi 


September 1971 
PERSONAL 


b6 

b7C 


Reference is made to your su^estion that a.^ 
pai#cular procedure with respect to admMstratlve f Res be 
extended to index cards, correspondence and chargerout slips.* . 
Consideration tas been afforded this piroposal and igtm been . " 
decided a mand^ry rule in this regard is not warranted because 
of the additional work which would be involved for the small, 
volume of such files. 


c- 


on this matter. 


I appreciated haying the benefit of your thoughts 



Sincerely yours, 

2 - New Haven Hoov^ 

1 - Field personnel file. 

1 - Suggestion file 

1 


Persdhnel.'file of 
WL:alz ' 

(6) (Suggestion 140-72) 



Tolson 
^SuUivan , 


Bishop 

Brennan;, C.D. , 
^Call^arx 
Casper 
Conrad - - _ 
^Dalbey —r- . — ;r- 
>Gale — -~ 7 

‘PnnHAf ■ 

Rosen 
Tavel 
fite 


-4- 


/. 


NOTE:. Based on memorandum Ji J. Casper to ;Mr. Mohr, ML:alz, 

%• :* . dated 9/13/71', re: Suggestion 140-72..Submitted by Miss Madge 
Law,. New Haven OfficA,. 


* m 




llolnes 

Gandy 



IT 


r t 


MAIL RTOMEZD teletype UNIT CHI 

Miller, Q. 








< 


► I 


^:, o- 






Q 


Q 
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REc 201,44, 



September!, 197! 
PBRSOHAI, 





Tolson ^ 
Feit^ 
Sullivan , 
Mohr ^ — 


Bishop , 

Brennan, C.D. , 
Callahan 
raapfi» v____ 

C<mrad 

Dalbcy ,-r i 
Gale -_-_'~7 ■ 

Ponder .^1- 

Rosen , 

Tavel > 


Fei^ral Bureau of lavestigatibii 
New Haven, Connecticut 


Dear 



Thank you very much for the suggestion that a 
pa^cular p«)ce<hire with respect to administrative files be 
esteaded to index cards, cpri^spondence andeb^e-oat sllp^. 
This proposal is being ev^uated and t will let you know of the 
jShal decision in the matter. ’ 

The interest and thoa^tMness whicj^ljgpmpted 
you to submit your idea to me are hideed hpjpreciateiU k 

Sincerely yours, 

M J^bov<* 


2 - New Hayen 

1 - Field personnel file 
1 - Suggestion file 
U - Personnel file of 

(6), (Suggestion 140-72; dated 8/26/71) 


b6 

b7C 




\VaUcts 
Soyars .-- 7:1 
Tela. Room , 
Holmes - 
Randy - -7- 


, NOTE: Bureau adopted system some years ago whereby ^ 
""^tfhdminist rative files are stamp ed^ ^DM” which has 
pr'Qvei^y.pe fughly gU^^s^ Tin correctly locating,; ^stackin g, 
routing; and filing. - lif would seeni practical to amenolndexlhg 
;.and chargihg-?put instructions to the effect that the notation 
‘•’ADM*’ be place(3*on index cards-, 'correspondence and chargerout 
slips following^ the case huniber. .NeWef employees cannot 
differentiate' between administrative and ordinary 66 files for a 
considerable lengtifi of time. An exception could be made with 

^ / /h^ GP^ * ^ ^ , (NOTE Gontiriued on Page 2) 

Ah/ ^ SEP 2 Idzr s J 

MAIL roomer teletype UNIT f~^ 








NOTE GGntinued: 

regard; tp. double zerp fUes- sincfe' aippeaijs. liitl^e puelstion 
-r,egar(^ng;lpcatioii of; th^ 



/Divisions for vie^ws and recommendatioris. Idea' alsp being 
considered by^ tbe" Chief Clerk's Desk, Training Divisipii, 








• 1 ’ ■ 


Employee Su'ggcstloti.C.>d 

t?P-2S2 


8/26/71 


To: c-Vr..r.. Division of Assignment 

Director, FBI NeW HaVeil ]37C 


SUGGESTION, 

Some years, ago the Bureau adopted the, system of stamping administra- 
tive files "ADM, which has proven highly .successful in correctly 
•^locating, stacking, routing and filing. In 1:his connection it would 
'^seem most practical to amend indexing, and charging out instructions 
,Xr* to the effect that the notation MAIM" be placed on index cards, 

correspondence and charge-out slips following the case number. It has 
, been determined newer employees cannot differentiate between adminis- 
trative and ordinary 66-files for a considerable length of time and 
older employees, top, have to review the file briefly if same is not 
clearly marked! as administrative. (An , exception could be made inso- 
far as double zero files are concerned as there appears little questic 
concerning location of these files) Inasmuch as the stamping procedui 
, has saved a tremendous amount of time, it would appear that an elabori 


Current, practice, or tule dnclude manual, citation as well as facts) t ion Of the SyStOm COUld not help bU! 
N/A be most beneficial. 


Advantages of suggestion and annual s.dvlngs (Include basis for estimate) 

Efficiency and saving of time. 




Disadvantages of suggestion 


None 


, {nje use by the United States .of , my suggestion shall not forni the'basls. of a 
assign's upon the United States. I understand'that l,,wfll be .considered for ar 
within two years dffer submissloni) . 

□ Mr. L_jMrs. C^Mlss 






O^nOHM fOkM NO. 10 
MAY }f «2 fOlftON 

OSA CtM. tto. NO. 2Z 


UNITED STATESkJ&VERNMENT 


CPe 

Memorandum 


o 




Tolson _ 

Felt 

Sullivan , 
Mohr __ 


TO 


FROM 


SUBJECT: 


Mr. Mohr 


DATE: 9/13/71 


J. J. Casp 


a 



Bishop 

Brennan, C.D, 

Callahan 

Casper _ 

Conrad 

Dalboy 

Gale L- - - 

Ponder __ 
Rosen __ 
Tavcl — — 

Walters - 

Soyars . 


"DO 


BUREAU FIDl 
SUGGES TION 140-72 SUBMITTED BY 

NEW HAVEN OFFICE 


Tele. Roota 

O > C 

Gandy 

Miller, E.S. 


SUGGESTION: 


Bureau follows policy in field o f stamping . admimstratiye.files 
^”ADM” which has proven to be highly su^essM in correctiy 
ing, routing and filing material. In this cofmection, it would seem 


locating, stacl 

most practical to amend indexing and charging out instructions ft) the effect that 
this notation be placed on index cards, correspondence and charge-out slips 
following the case number. Newer employees cannot differentiate between admin- j 
istrative and ordinary 66 files for a considerable length of time and older employees! 
have to review the file briefly if same is not clearly marked as adininistrative. 

(An exception could be made insofar as double zero files are concerned as there 
appears little question regarding location of these files.) 


0 

1 


OBSERVATIONS: Files and Conlmunications Division stated it is not involved 

with separate files for administrative matters on the same 
basis as the field system. Therefore, this Division has no direct experience with'NS 
this matter. However, it was noted that it would appear that the use of "ADM" on 
cards, correspondence, etc. , would facilitate the handling of administrative mail to 
insure that.it is properly filed in the most efficient manner. This Division recom- _ 
mended approval. (jO £ 

The Inspection Division advised it would have no objection to the £ 
placing of "ADM" notations on correspondence and charge-out slips if this would > 
facilitate locating administrative files in a given situation. However, it does not c 
appear to be necessary to issue general instructions or establish a rule to this q 
effect. Each SAC has sufficient authority and latitude to establish an appropriate | 
system to meet the needs of Ms particular office. To establish. a hard-and-fast 0 
rule in tMs regard would be too restrictive. - y 

Training Division disagrees with the idea. To add "ADM" to the 
charge-out of serials from administrative files would be meaningless and add work. 
There are not sufficient other 66 classification files in an office to warrant adding 
"ADM" to index cards and correspondence^ of 
istrative fU.es. The Chief 'Clerk's Offices in b’i 
Alexandria agree idea\ should not be adopted. 

y, 32 

Enclosure ,BufUe 66-5084 

1 - Mr. Mohr k^L:alz- 

'S5 SEP'iO 1i/p) 


sri^volving regular office admin- 
aWasMngton Field Office and 


fB SEP 15 1971 
CONTINUED - OVER 







Memo Casper to Mohr 
Re: Bureau Files 

Suggestion 140-72 Submitted By 

I New Haven Office 


RECOMMENDATION: That the suggestion not be adopted and the attached letter 

be forwarded to the suggester advising her of this fact. 
The idea has been acknowledged by. prior letter. ^ 









.1 






o 



October 19, 1971 
PERSONAL 










Federal Bureau of BivestigaUon 
WaisMEgtm, J>* C. 


. DjBCd 


^Oiank you very Esacb for the suggestioa tha ^ile 
iroats no Icmger Ji sjasedicar a particular clasallicatioiu Itjsa 
. pleasure, for me to advise you tMs proeedor e is being^t^tod ^d 
the office to which you are assigned is betog authorized to place it 
into effect* 


bo 

b7C 



Tolson , 
FcJt. _ 
Rosen - 
Mohr -_^-L 
Bishbp' 
Miller. E.S. . 
Callahan 
Casper 
C.onrad 
Dalbey 
'Cleveland 
Ponder 
Bates 
Tavcl 
Walters 
-Soyats 
Tele. Robex 
Holmes 
Gandy 


I want to commend you for the initiative and alertr 
ness which prompted you to submit this idea to ins. 


•, MAirpn a 

OCT 19 1971 




EBU 


Hncerely yemrs. 

Hoover 


2 - Washington Field Office 
1 - Field^personnel file 
‘4 - l^^estioa file 
1 - Mrs. Randolph 
d - Personnel file of| 




(7) 

NOTE: 



^ggestioh 238-72 dated 10/14/71) 

Suggest ^efMinating current practice .o pplacin'g file -fnonts-onL 
classification: 163. TPoreign Police Gobperation )* files on. applicant 
sguad rotor at WFO. These .cases generally involve record 
chebl^ or other ’’one shot' Heads and. th^efore,. *are not 



maintained in pending status for any ‘length of time.. 


(NOTE continued page 2) 
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MAIL room! 1 TEKETYPE UNITCID 


/J 
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NOTE: Continued. 

i^aining and ihsjaectiqh Divisions have no objection to-the 
proposed method for handling these iiles. WF0 handles approximately 



- , 2 , - 




Employo'ii Suggestion 
FD-2S2 (Rev. 9-11-59) 


o 






,^0 


To: * ■ 

f 

'rom: (Suaaester's name) 


Division of Assignment ’ 

Director, FBI 




WASHINGTON' FIELD OFFICif /n| 


Date 


10/14/71 


-b6 

b7C 


SUGGESTION 




It IS suggested that the current practice of placing 
file fronts Cfprm FD-245)' oh .classification 163 (Foreign -Pblih'e - 
Cooper ati on /^iles handled on the applici^t: squad rotor at WFO be. 
discontinued, l^iese cases generally involve record checkh or other 
*'orie shot” leads and therefore are, not. maintained in pending status^ 
for any length of time. 


Current practice or rule (Include manual citation* asTwell as facts) Currently the FDt245s are placed bh* 

the 163 files when opened. When the .cases are closed' the files ar.e sent 
to the closed files section where they are placed into cbnsblidated 
voliimes and the"FD"245s for individual cases are then destroyed. 

Advantages o( suggestion and annual' savings (include basis for estimate) 


WFO handles an average of 75 cases monthly^ in the 163 
classification. Thus 900 FD«245s are used per year, ^d' since these 
cost $15.00 per 50P, eliminating, their use would save $27 .,00 per year 
for material. It is estimated that in clerical work time> 12 minutes 
per day would be saved for a Grade GS.-4 employee. This would total 
6% work, days per year or a savings of $154.96 per., annum., based! :ohjthe 
GS«4 salary of $6202. The total savings for WFO would- amotinfc tO b^l81i96 

per year. There also would be some savings of file drawer space "^in 
closed files section. . * m’' - s-- . 

Plsodvanfgges ,of sugges.tlon 

None foreseen^ 



(The use hy the Unlted<States.of my' Suggestion shall not form the basis of a further claim of-cny-nature^by me, my-helrs, ot 
ossfgns upon the United, States. 1 understand that 1 wlll'be eonslder|d for anvilu stifl ed gward.onlv l'f my-suaaestfon' Is adopt ed 
within ‘two years after submission.) 


□'Mr. H] 




Mis 

Up 


Recommendations and comments, of ‘Division Head 

it is recommended that it be 


(Do^not write in this spoco - ior Bureau use only) 


This suggestion appigars to have merit ahdr-j 
adop ted . ^ 


ROBERT G. KUNKEL .SlgnaTKrs and Title 




. - 

lO 0GT-;Jsriy71 


Bureau 
MP:arvr (5) 




2 ■ -■ 'WF0“( F' - ' 66-2970')'" 

(1 - Personnel file 







d 




yiT* Mphx 


3* J. Cospov 


0 


9/13/71 


a 


Av /i^ : 

OTtAV/A. CANADA ^ 

SUGGESTION 141.72iSjiDmT#BY 
LEGAT AIOSS lee INaCT, aXTAV^A OFFICE 

SYNOPSIS 



Legal Attache (Legal) InAcs pi*opo3eo index carda in the Ottawa Oj 
be doatroyed at sme time as filen. This varies with foreign offices and in case v 
of Ottam Is: Scc|iri|y - 8 years; Criminal - 1 year; and. Applicant 1 ;ycar» 
nnlcos derogatory Information is developecU This is necessary since there are. ° J 
foar indices cabinets almost full and no space in vatilfc nren fni* adfll ttoasd cabinets, a 


Saving would be primarily in space with little loss in cm- v* 


cicncy of offico as 
tnclnip informatioixT 


|and/or Bnreau in all instances would have on file necessa^ 


IS 


While Domestic Melligcace Division feltfhis action would tend to ^ 
lessen administrative control and ready roforeace to faet that Ldgat has had previoug 
investigation or hnowledgo of some partlcidar subject, General and Special IhvcsU- ^ 
gatlve os well as Inspection Divisions recommended adoption due to the two. backup | 
systems which are available to Ottawa and the fact that sp ace is at a. tiyemimn. 




Inspection Di vision noted the; bulk of LCgat*o work Is wlth| ] ^ 

l and that cases of having to refer to indices after file has been destroy# 
are minimal. Training Divisioii has no objection to appfojyal of this idea for Ottawa 
Office due to foregoing views. Loads for Legate are prepared in letterhead memo* 
random fomi and must contain all pertinent ^ia available. The maintenance of 
index cards after flies have been destroyed does not apismr to be necessary in this 
inotaace, : 


RECOROdENDATIONi 


Thai tbs suggestion be adopted and the attained letter be 

forwarifod tothesuggester advising^himof this fact. The 
idea has been acknowlejfeedby prior letter. — c? 

Enclosure 
1 * Mr. Mohr 
vir Bufllo 6S*50Sd- 
O&^ufile (10^2319 


I.IL;al 2 
<5) . 




-kot-eecoeded 

IBl i9/l 






Memo Casper to Mo^ 

Ret Ottawa, Canada 

, Su^estioa 1,41*»72 Submitted by 
Le^t EIoos Lee lanes, Ottawa Oiflce 

DETAILS 

SUGGESliON: Li Legates Office, index cards be destroyed at Same time as 
filos. This varies by Legal Attachea and in case of Ottawa Jsj 

1*. Security - 3 years' . 

2t Criming 1. year 

3* Applicant - 1 year, unless derogatory infoxmtion develo^d. 

CURRENT PRACTICE; Foreign Operations Manual, Section VI, page 13* provicfe 

index carcte foir files destroyed should be retained, 
thereby affording a future file reference for any necessary Bureau indices cheek. 

ADVANTAGES: Le^tlnnes states that in the case of Ottawa Office, it h^ ° 
bocomo mandatory as now there ar e four indices cabhiets almost 
full and no space in vault area for additohal cabinets.1 I 


Sayings woifid be primarily in .space with little loss in efficiency of office as 
and/or Bureau in all instances would ha^^Oa filf the aecessarjr teckup information. ; 

DISADVANTAGES: The suggester states .Bureau offices would have to be awave of ; 

a?30Ve and if ffie and index card Momi to have been destroyed 
due to time elapsed, they would have to include in letterhead memorandum re- 
questing investigation a brief yesume of what has ^^one before. 

OBSERVATION^: Domestic Intelligence Division opposed, idea, as it ielt this would 

tend to lessen the adnfinistrative control and ready reference, 
to the fact that Legat has had previous investigation or knowledge of some particu- . 
lar subject 


Viles and Conamunicatlons Division noted the practice throughout 
the field is to retain index cards with certain exceptioim after the file has been 
destroyed until those cards are 20 years old; thereby, affording a file Terence 
for any fiiture index checks* The practice at the Seat of Government is, to dssiroy 



h b ■ 

Memo Caopor to Molir - \ 

Kc: CHtav<^, Canada 

Su^fjectton 141-72 Submitted by . / 

Hdss Lee fcnea, Ottam Office ; 

indes cards at tbo same time the files are destroyed* This is in accordance 
TTith normal records management which aosmnes jhat the index reference has ho 
fisrther value when ^eiilo is destroyed. However, the use pi the index cards 
in field offices after dpstructlon of files appears to be a valid one and fiieir re» 
tontion, therefore^ justified. TIds Di'tdsion did not feel qualified to comment on 
the space nedds of the Ottawa Office and whether those needs are critical enough 
to warrant an exception to the rule. * 


General InvcstigatlvQ, Special Ihvostigatlvo andlnspe.ct^^ 

. Divisions recommended approval. It was pointed out that in the event investiga- ,^2 
tion is required of the iiCgat’s Office and the file has been destroyed, copies of b 7 D 
the pertinent information could l^^orvmrded to the Legat. In addition, this 
office has two bachup systems for informatioil ^and the Bureau’s _ 

indicc^ i^pection Division noted that the recost inspection of Ottawa Office 
revealed very UtUe room for additional expansioh 6i indices. There were approx- ^ 
imateiy25( - ■ - -- - ....... ... - .. 

workiavd t] 

l oi 

Imvo to be handled at the Bureau where indexuards and file are available. It 
appears that the instances of hatdag to refer to indices after the file has been 
destroyed are mhdmal. Conpideri^ the space esqjansion problem and the minimal 
benefit derived jfrom retaining index cards after file is destroyed, the Inspectioa 
Division Concurred with this suggestiont j 


t pmpietea inaex cara me drawers on nana. 


Tne ouuspime Jb 
jkny inq^ry from| 



Jr agencies atter me mes nave been destroyed would necessarily 


^e to the majority of ttie divisloim recommending the idea bo 
adopted. Training Division h^ no objection to this action for the Ottawa Office. 


The conditions there aro different In that the office would have access to l 
files well as those jft tho Seat of Government should they be heeded* With 

regard to all pfiices Rowing the destruction i^ripd of this material, this does 
not appear to be portfiieht shico -the Manual of Rules and Regulations, Part H, 
Section 4# page 14, where leads are discussed, stales that ’Generally, when leads 
are to be handled throu^ a legal attache, they are put in a letterhead memorandum 
(thin letierheac^f, which Is sent to Bureau vdth a cover letter requesting that matter^ 
W referred to legal attache. All pertinent dals^Should be included hi letterhead 
memorandum, ” etc. A brief resume is alv/ays necessarymd it would include 
mb^ information, than any data wMch would be on an Jnd^ card. 
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Tolson ^ 

Felt 

Sullivan . 
Mohr 


B»shop — - 
Brennan. C.D. . 

Callahan 

Casper — 
Conrad — 
Dalbcy --- 
Gale 

Pnnrf<^r _ 

Rosen --- 
Tavcl - ~ V • 

WaWofa 
Soyara . 




September 1971 
PERSONAL 


E 




Iclr. Moss Lee limes 
The American Embassy 
Ottawa, Ontario, Canada 

Dear Mr. Xanes: - 


Your suggestion has been received concerning the 
disposition of index cards and files at the same time. This 
proposal is being considered by the interested divisions at the 
Seat of Government and you will be advised of the final decision 
in the matter. 


c-o 


I appreciate the interest which prompted you to 
submit your idea to me. 


C 


.V^ 






.0 




• ' • Sincerely yours, 

’3t Ifoove^ 

1 - Ottawa (Suggestion file) 

1 - Mr. C, D. Brennan (Attention Forejgii Liaison Desh) 

1 - Personnel file of Legat Moss Lee Innes 
ML: das 

(6) (Suggestion 141-72 dated 8/27/71) 

NOTE; In Legal Attache’s Office, index cards be destroyed at 
, same time as files. This varies by Legal Attaches and 
in case of Ottewa is: Security - 3 years; Criminal - 1 year; 
and, Applicant - 1 year; unless derogatory information developed. 



f 


I 




Referred to the Files and Communications, Domestic 
Intelligence, Gener^ and Special Investigative and Inspection 
Divisions for vie'ws.^^ recommendations. Idea also being considered 
by the Chief^ef]^^]^sk, ;Train^^ Division. ^ ’’.J 



TcIc., 
Holmes _ 
Oanily ^ 


y 




V 




'.TELETYPE UNITf^ 






// 






- -,iwk.~ - 



Etnptoyeo’Suggotllon 

FD-2S2.^1Sjv^^y-S9) 


August 27, 19 71 


To: 

From; (Suggoster's name) 

Division of Assignment 



• Director, FBI 

' MOSS LEE INNES 

OTTAWA , 




^GGESTION 

IjjQ Legal Attache’s Office, index cards be destroyed at same time 

as files. This varies by Legal Attaches and in case of Ottawa 
is: 


1, Security - 3 years 

2, Criminal - 1 year 

3, Applicant - 1 year, unless derogatory information developec 






..Curfent practice or rule (Include manual citation as well as facts) ^ 

Foreign Operations Policy Manual, Section VI, page 13, provides indcj^ 
cards for files destroyed should be retained, thereby affording a 
future file reference for any necessary Bureau indices check. 

Advantages of suggestion and annual savings (Include basis for estimate) 

In case of Ottawa Offi'ce it has become mandatory as now have four indices 

or additional cabinets 





I Savings would b e 

primarily in space with little loss in efficiency of oiffice as \ .y 

and/or Bureau in all instances would have on file nebessary^ back-up 
information. « 


Disadvantages of suggestion* ‘ ' 

Bureau offices would have to be aware of above and if file'~’and index ca 
known to have been destroyed due to time elapsed, would have to include 
in letterhead memorandum requesting investigation a brief resume of w 
has gone before. 


(Tlie use by the United States of my suggestion shall not form the basis of d further claim of any nature by me, my heirs, or 
assigns upon the United States. 1 understand that I will be considered for any Justified award only If my suggestion Is odopt< 
within two yedrs after submission.) ^ O . 

I E3Mr. aMrs. aMlss : 

j , Signature end Title of Suggester 






October 20,, 1971 
PERSONAL 








b6 
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Federal Bureau of Investigatiou 
Honolulu,, Hawaii 


Bear 






I have received your suggestion "regarding 
procedures which mi^t be initiated with respect to ha^^ing 
the disposition of certain material. .Yob may be interested . 
to hnoW that similar proposals have been considered previously 
and not adopted. It was decided the present wdrdlng on the file 
cover of Ihe consolidated volume is consistent with the manner 
in which these files should be purged. 

^e. interest and thoughtfiidness which prompted 
you to submit your idea to me are indeed appreciated. 


00T2019/1 


"N. 

} 

\9 

\j 




d personnel file 


.1 - Suggestion file 


Sincerely yours, 

J. Edgar Hoover 

The current rules are consistent with 
their intent. When files are consolidati 
the fronts are not retained with the 
exception of the one which goes on the 
When files are destroyed under the circumstances as 




i: 


Tolson , 
Felt__ 
Rosen _ 
Mohr , - 


Bishop 
Miller. E.S. , 
'^sllahsn 
Casper . 
Conrad 
Dalbey 
Cleveland 
Ponder „ 
Bates 
Tavel 
'Walters 
Soyats 
Tele. R. 
Holmes 
Gandy 


consolidated volume, 
mentioned in the Manual of Rules and Regulations, Fart n, Section 3, page 13^ 
the re^on for destruction is placed on the file fronts or on the consolidated 
volume front coyer and the file numbers should be listed followed by the office 
of origin. This is necessary for reference purposes in auxiliary offices sined 
no notation is being Pj|c^ on; ind^ cards regarding this information, The 
use of one serial or page would not be warr^ted for this purpose. 


I. 


Personnel file o'f| 
:alz 


6 ) 


MAIL roomCZ) t: 



.(Suggestion 241-72 dated 10/15/71)., 


', 4 . OCT S'? 19 

i^ETYPElUNITCp. 



NOTE on Page 2) 






^OTE: 



Suggests ';ihstead- of r.etaiiung f destroying; files_and ~ , 
adding the office of origin- thereto for J*e/erence -purpose^ ^he'jlast : ’ 
jseriaT pf each filerdestroyed^^'be retdine^. In consolidated volumes ^ 
where there" is no file-cover for the; file; fo destroyed, page ;1 of the 
top serial (which should show file numbei: and office of origin) would 
be retained in- lieu Of preparation of file covers. Page l/df retained 
serial would- also be marked"to .show: ^*!File destrpye'd per MR^ 
datp^and-iriitials.;*’ - _ _ ' _ - - 

’ Honolulu is evidently not interpreting this rule as it was 
intended./ While files* are. consoli<lated: after sikinonths and file . ' < 

ironts'are destroyed, there* naturally ;*would be only front pt consblK 
dated volume on which to* place disppsitio,n;pf’ destroyed files with ; 
office of origin. New file tro nts do .not need to be; prepared. 'Training 
Divisioh. recommends no* further .action regardingnthis matter. . . 






Employee Suggestion 
FD-252^(Rev. 9-11-59) 




From! (Suqgester*s name) 


Director, FBI 


t/a 

10-1^-71 

^Division of Assignment 

HONOLULU 


SUGGESTION 


DESTRUCTION. OP PILES, PIVE inSARS OLD, SPECIFIC CLASSIFICATIONS. 


Instead, of retaining, file fronts when destroying files and adding ;he 
Office of Origin thereto for. referemje.j>nrposes, per existing instruct- 

4 4 4-‘ 4 « +• H a ei o T T a. ^ Afl IS A . 


ions, it is suggested that the 

retained. In already consol i daTeS^ volume s where™iiher e is no file cover 
f oi^tS^^iie to be destroyed, page 1 of the top serial (which should 
show the file number and 00) will be retained in lieu of preparation of 
file covers . Page 1 g'f the retained serial will also be marked to 
show: Pile! destroyed per IfflR, date and initials. 




Current proctice or rule (Include-ihanual citation as well, as facts) "■MANUAL“0P RULES AND REGULATIONS, 

PART II, Section 3 (4)‘(®) r^etain file fronts and show identity of 

00 therein for ref erence purposes.. 

Advantages of suggestion and annual savlngs'Onclude basis ,£or,.estlmate) Sugges tion hSS 2 adVantagOS * tf 

1. Conserves space (1 page of paper as opposed to thickness of fil^m 
front.) In event last serial consists of numerous pages, only ^ 
the first page of the letter or report is retained. ^ ||b 


2. Conserves time since it would appear in or^der to comply with 
existing instructions it is now necessary to prepare a file' 
front in consolidated sections writing in the file number and-^dffiqe of 
origin for each file destroyed under 5-yoar rule. \ i« 


11 

I 


Disadvantages of suggestion Possibility oxists top Serial in file to be' destroy^dj 
does not identify office of origin. ' It will be incumbent on Chief 1 1 

clerk's Office to insure this information is plac.e'd qn page 1 of top , 
serial prior to destruction of file. 

(The use by the United States of my suggestion shall not iorm'the or 

’ assigns upon the United States. il understand that 1 will be'cdnsl< lopted 

within two years after submission.) ^ 

* □ Mr. CD Mrs. I — ^ 

. . Chief Signature and Title of SuggesterU , 

Recommendations. and comments, of Division Head 

( The chief Clerk Vs suggestion has merit and barring any other con- 
siderations not taken into account I feel h^. sj^gestiowj, ^ 

>■ should be adopted. 

^ Signature Gn<rTitlo ^ ^ 


I hot v/rlte In this space for Bureau use only) 
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TO : 
FROM : 
SUBJECT: 


OfTIONAl fOKM NO. 10 
MAY fOITION 

GiA GfN. ICO. NO. 27 



5010-I04 


UNITED STATES GOVERNMENT 


Memorandum 


Mr. Tavel 




DATE: 11/2/71 



GS-3, Filing Unit 

Files and Communications Division 

EOD 3/1/71 


Tolson 

Felt, 


Bishop 
Miller, E.S, 
Callahan 
Casper 
Conrad 
Dalbey 
Cleveland 
Ponder 
Bates 
Tavel 
Walters 
Soyars 
Tele. Room 
Holmes — — u ^ 
Gandy ^ „ 





STREAMLINING COMMITTEE SUGGESTION 


I has suggested that Filing Unit 
employees^l^ given production credit for mail filed while 
returning files to the cabinet. Presently in returning 
files to the file cabinets, employees are required to file 
all loose mail which accumulated while the file was charged 
out. Employees' production levels relative to file returns 
take into consideration loose mail that must be filed. 


The committee carefully considered tliis suggestion 
and feels that sufficient time is already allowed for this 
particular function when computing production relative to. 
file returns,. Therefore, it recommends against adoption 
of this suggestion. Enployfee has been orally thanked for this 
suggestion and no further acknowedgment appears necessary. 


RECOMMENDATION: 


For referral to the Training Division', attention 
Suggestion Desk. 


OTB'tmalu^^ 
■ ^DDI 


jy J 

E^UM OF THE TRAINING DIVISION J%L:alz, 11/4/71 



V 

Due to the observations of the Files and Communications Division 
'.and the fact that the employee has been orally thanked for her idea, the 
Training' Division will list it for statistical purposes only. 

REC-2A -orpat -6. ■' a. :? / f - 

RECOMMENDATION: That the^u^estion not be adopted and a letter not 
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IlOliOV IQ 19 

1 -^Personnel me o 




be prepared for forwarding to thB**suggesteri 

I .3 • 






V 














Jpiuary 6, 1972 
PERSONAL 


Federal Bureau pi Bivestigatioa 
Wasto^a, i). .C. 


Dean 


Inference is made to your Suggestion a rotor 
filing system be installed in theTrarious divisions at the Seat of » 
Government* After consideration, it h^ been decided the. numer- 
ous, disadvantages involved in the proposed system #ould fer 
outwel^,ariy ahtici^ted benefit to be derived from it. 

i ~ ~i, 

Although favorable action ivas not taken in this 
instance, I appreciated having the benefit of ypur thoughts pa 
this noatter. 

-* V 


Sincereljrypurs, 

SooyeE* 


V 


1 - Mr. E. S. Miller 
1 - Personnel file* of .Si^ 
^ML:alz 

(5)ci^ 


(Suggestion 414-72) 



Mr. Tolson . 
Mr. Felt „ 
Mr"' Rosen .. 
Mr, Mohr , 


NOTE: Based on memprandum E. W. McCoy to Mr . Waikart, PFO:ba i, 

1/3/72, ref Suggestion 414-72 Submitted by I 

Domestic Intelligence Divfsion-with addendum by the Training Division, MLraliz 
1/6/72. . , - - . 


M.r< Bishop 

Mr. Miller; E.§. 
'Mr. Callahan 
Mr. Cas^r;._i_. 
Mr, ConraS'^sM, 
Mr'. Dalbey __ 
Mr. Cleveland _ 
Mr. Ppnder -- 
Mr. Bates, 

Sr. WaiVart-—^ 
Mr. Walters 
Mr, Soyars, 
Teles Room , 


WAILEOZ 

[' ^AN- 6-1972 

•P, FBI. 






Mjso Holmes * 

Miss. Gandy -n. . 



MAIL R 00 M-.C 3 , TELETYPE UIIIT Q 
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December 23, 1971 
PERSONAL 


REC.2S 




9.5^ 


Federal Bureau of Investigation 
Wellington, D. C. 


I have received your suggestion that afetor filing 
system b e installed in the various divisions at the SeatoT”’^ 
'txoveriim^. Your proposal is being evaluated arid I will let you 
know whe&^decision is made. 


^ur interest in furnishing me with your observa- 
tions in this mattei^Ssindeed appreciated. 


iSvinaeea 


erely yours. 


MItEQ S 

DEl';;; 1071 


ioover 


1 - Mr. E. S? Miller 

1 - Personnel' file of SA 
'jER:aga^^ • 

(5) ^Suggestion 414-72 dated 12/9/71) X 

NOTE: '■^ggesfs rotor filing system presently in use in field b ej adapte d 

E yfor use:in maintaining pending filesjyithin th respective divisFons 


overnm ent.^ 




Referred to Files and Communications Division for views and 
recommendations. ^ - i 








'r 


MAin roomer teletype, united 





'C'" -.2 "?i. 

EmpToyL'S Suggestion 
FD^252 (RWv. 9-11-59) 




From: (Suggester's name) 


Director, FBI 


Decembeic 9 . 1971 

Division ol Assignment 

domestic InteHigence Div. 


SUGGESTION 


It is suggested that th emota system pr esently in use by field 
divisions be adapted for maintenance of pending files within the 
respective divisions at the Seat of Government. Whereas in the 
field the Rota clerk handles ail facets of the file from the 
opening of the case to the time of closing, it would be necessary 
in any division to have new case clerks who would open the new 
case, do the original indexing, and make up the original file 
jacket. This would thereafter be sent to the Rota- clerk who 
would handle the file from then on until closing, handling all 
serializing, indexing, routing, etc. 


Current practice or-rule (Include manuol citation as well as (acts)' That all pending and ClOSed f ileS 

at the Bureau are maintained in. the Files and Communications Division as 
set, out on page 9a of the Bureau, -Supervisor *s Manual. j 

Advantages of suggestion and:annual savings (include basis for estimate) advantages' WOuld be that 

each Bureau Supervisor would have his pending files available at all times 

for. immediate reference rather than having to call the--file 'from storage 

where it is maintained. Also, the file would be kept up-to-^date at all 

times by the Rota clerk. This would also eliminate the necessity of 

ticklers on a section level as the file would also be available to the 

supervisor in charge and to, the Section Chief. It is impossible to 

estimate the amount of savings that^ coulci be accomplished in clerical 

time by having one clerk who would be familiar with each f il^ perform pv 

the clerical function necessary, and also would result*(SEE PAGE TWO) 

Disadvantages of suggestion II ! T 7 j 7 . 7 , 7 ^ . 

f Having become accustomed to this system while serving ly 

as a field supervisor,. I can think of no disadvantages, providing it can 

be adapted to the Seat of Government useyO ^ 


(The use by the United States of my suggestion shall not form the bar 
assigns upon the United States.^ I’understand that 1 will be consider 
within two years after submission.) ~ 

L^tTlMr. I— Itdrs, I I MIsL 


t elrs, or 
Is adopted 


Signature and Title of Su^gester 


Recommendotlons end comments of Division Head 


me 25 


(Do not. write In this space - for Bureau use, only) 




signature and Title 
r; trjs 

(V 


«5 DEC 27 1971 


cr tr 




*in a savings in the amount of paper used in making tickler 
copies on the Section level. Also, the use of the Rota would, 
effect a space savings as pur <rota could handle the pending 
files of each Agent Supervisor and replace the several file 
cabinets now in use by each Supervisor. 



.0 







V*' 


ADDENDUM DOMESTIC INTELLIGENCE DIVISION; CFF;cae 12/20/71 


This suggestion pertains to the maintenance of pending 
files at Seat of Government in the respective divisions by 
utilizing a Rota system. This system is presently in use by 
field divisions and allows for the complete processing and 
handling of incoming mail in these divisions at a central Rota 
file. 

COMMENTS OF DOMESTIC INTELLIGENCE DIVISION ; 

This division interposes no objection other than 
availability of space needed to accommodate such a filing system, 
which would pose a problem at out present location. The 
security of this division’s pending files is considered highly 
desirable and the storage of these files in our space might 
provide added security. 

However, it is difficult to comprehend how this system 
could properly function at the Seat .-of Government based on 

the constant need of files by other divisions for name check 
reviews. It' is suggested the views of the Files and Communications 
Division be obtained concerning this proposal. 




OfftoNAt roftM 
MAY If 62 fOiriON 


y 


cf 


TO 




OjA C£M. KtO, 

-UNITED STATESgVERNMENT 

Memorandum 

Mr , Waika^/^ 


o 


DATE: 


1 - 3-72 


FROM 


E. W 




o 



SUBJECTj 


Suggestion M14-72. 
Submitted By | 


Walters - 

Soyars 

Tele. Room 
Holmes — ^ 
Gandy - 




PFO-.baj 

( 3 ) 

Enclosure 




Continued - Over 


b 


Domestic Intelligence Division 

Suggester proposes tha t>|^ nding files be^ in resp ective . 
divisions at Seat o f^^GovernmenErCSO^"^ as is done in Field. He 
further proposes that each division have new case clerks who would 
open new cases, do original indexing, and make up original file 
jacket which would thereafter be sent to clerk who would handle 
files from then until closing- -handling all serializing, indexing, 
routing, etc. 

Such a system is just not feasible for use at SOG. Pending 
and closed files arel'kept in one numerical sequence at SOG so that 
files can be quickly found without having to look for them in two 
different locations. While it may be true that pending files in 
Field are only of interest to supervisors and agent to whom case 
is assigned, it is' not true at SOG. We handle approximately two 
and a half mi-lllion. name checks annually which would mean that 
two hundred? plus file reviewers alone would be traveling from 
building to' building and office to office in order to review 
references developed in name checks or that File Review Unit would 
have to be decentralized with reviewers assigned to various 
buildings and offices.. This would create severe supervisory and 
staffing problems. A monstrous transportational problem would also 
be created in connection with transporting ”Ident" references to 
and from area in which file maintained to office of supervisor who 
must review references. With such a syston it would be' impossible 
to make expedite name checks to I^ite House and others as we nowjio 
with files in one location. ’PC'-1C3 ^ 

Mail processing (Opening cases, indexing, eJ^.^3 .entire^^ 
different in Field thaj| it is at SOG. Tn Field se;^^” mUsIr^^e 
’•matched" with; file (placed on top of file) in ordeibt o:=se.r ial-i-ze 
it. At SOG mail is never "matched" with a file except to file the ■ 




OF THE TRAINING DIVISION ON PAGE TWO 




Memo McCoy to 

Re: Suggestion # 414-72.. 


Submitted By 
Domestic Intelligence Division 



bb 

b7C 


completely recorded and inactive serial in it. Centralized 
control for new case numbers, serializing, indexing, and prepara- 
tion of abstracts is essential and proposed system would decentra- 
lize such responsibilities, ’ . ‘ 


The Records Branch is opposed to adoption of suggestion 
for reasons stated. 

RECOMMENDATION: 

Forward to Suggestipn Desk, Training Division. 


ADDENUDM OF THE TRAINING DIVISION. 




ML:alz 


i 


1/6/72 


Training Division is in complete agreement with the foregoing views 
of the Files and Communications Division regarding this proposal. The present system 
works well and is much more efficient than the use of decentralized- files for. the 
Seat of Government. 


RECOMMENDATION: That the suggestion not be adopted and the attached letter be 

forwarded to the suggester advising him of this fact. His 
idea has been acknowledged by prior letter. 





V 






.% ' 





if 


. 0 , - 

REM? If 


^uae.4 1972 
2JB$ ^ PffiSONAI, 


«4 ' 


\ 


piL 


Is 


Federal Bureau of imresttgatlon. 
Tampa, Borida 


Dean 


, The suggestion submitted byyotf has beea 
r eceli?ed regarding the tise of a pink sheet of *^per On the top 
of eash closed yolamo of a: file, While therq fs m ob|ection 
to this practice, it is Mt It should not be a<k>pted on^ mmi-* 
datory basis, fome of our field offices foilotr this procedure 
at the present time. 


bb 

b7C 


y 


FeU.;^ 
Mohr 
Hoseo 
Bates 
~^Bishop 3,^ 
Callahan M 
CampbeU ^ 
Casper ^ 


Cleveland — 
Conrad .m-.. 
Dalbey 
^ Merehali » 
MUIer.E.S. . 
^Ponder 
Soyars --- 
Walters _ 


Your continued Interest in seeking myS to 
Iniproye our opei^ons; is indeed appreciated^ 

Sincerely yourSs> 


l^lUQpl 2Q 

JUWOd 1972 

, FBf 


Potriok Oray in 

D. PatrickjSray,. Itt 
Acting Director 


^2 - Tampa 

1 - Field personnel file 
1 - Su^estipn fi le 

.1 - Personnel file'ofl 
^ML'car 

^ (6) ' CP" (Sijggestion 842-72 dated 5/26/7'2][ 



Tele. Roes ^ 

Mr. Klnley 

Mr. Arrastrong 

Ms. Jlerwlg. 

Mrs'. Heenan<_ MAIL ROOM 


Mailro 

55 JUN 119 


NOTE: Suggests. ^whenever .. ^olume of .. ^^e is closed and a li ew 
_ volume, opened that a top pink”she e£b.eJLnserte<£inl^^ 
of the-closed volume with the n otation 7SeejCurrpnt_Vplunm " This 
would act as a ’’flag" that section is not the current volume and that ^ 

b ■ • 

PE uNir CIl (NOTE continued on page 2). H 


no more mail, should be, added to it^ 

it: 



n 








f 


b6 
b7C 

NOTE (Conlinued)- / - 

' This matt^^has been discussed with Alex^ 

Washington Pieid:Ofhces^as^weU as tile Inspection Division. . White' 
it has.beeh ascertained. that some offices do use; this procedure, it has 
been -decided such, a Tuie shoidd not be made mandatory . for all field offices. 
It does enta!il additional work on the part of clerks arid the file front is 
marked to show Whether filp is, open,, closdd.br referred upon completibri!; 

Jn addition,* f he file front gives the' serial scope of material in f ilel 
Tramirig Division recommends ndfurtler action ;:e§ardirig this mattef. _ 1 ^ 







0 ® 




p. i ‘ 

.'.ploi®jggaj;g5^ion 
'ifD-2S2 (Bev.V9-n-59) 




Director, FBI 
SUGGESTJON^ 


From: (Suggester's name) 


5/26/7^ 

Division of Assignment 

TAMPA 


It is sugges'ced. thAt wJienever a. voliime of a file is cut-off 
and transferred to the closed sec'tion i*e. Volume 1 of a file and the 
file continues i«e* Volume 2;, that a top pink sheet he inserted in the 
top of each closed vol^mles with the notation **'See Current VoltmieQ:;. • nh 
this way, it will readily flag that section as not being the last or 
current volume and also insure no other serials are added to this file, 
(A sample enclosed) , 


Current practice or rule (Include manual citation as well as facts) Current praCtiCe iS tO ShOW, On file 

front the serials contained in the section along with the Volume niunber,. 

Advantages of suggestion and annual savings (include basis for estimate) The advantage WOUld it WOUld 

more readily flag file as having other volumes, and (prevent any serials^ 
being added to this section if overlooked on file front. It would act 1 ^ 
; as double preventative in this respect. No shavings involvdd,, 


6 


Disadvantages Of suggestion Only disadvantage would be the s^e additional tim^ 

needed to add this top sheet. No form would be necessary and this, sheet! 
would not need- any serialization. 


, (The use by the United States .of my suggestion shall not form the br 
assigns upon the United States. I understand that 1 will be conslde 
; v/lthlh,two years, after submission.) . 

E3idr. I I Mrs. I I mis 


my heirs, or 
stio'n is adopted 


Signature and Title o( Suggester 






0 U o nn e_ 
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Juiie 21, 1972 
PERSONAL 


'-t 


bo 

b7C 


Fedei^ Buresm of Investigation 
San Pranciscp,< California 


Dean 


ITour suggestion has been rec^ved that spa,ce be 
included on file cova?s to enter certain additional informatton. 

As a matter ofpbsslble iirterest to you, similar proposals have 
been considered previously and not adopted since it was felt 
that the use of Ms iirformatton would noisufElce for a tilefreview. 

I appj^ciate the bderast which led ypu to submit 
your idea to, me. u 


Sincerely yours, 

'll, firay IIL 

L. Patrick Gray, IH 
Actii:^ Director 


MaiLEoaa 

jPf:4l972' 





A 


FeU,^-- 

Mohr - 
Rosen b m. » 
Bates 
Bishop 
‘Callahan 
C^pbeil^..^ 
Casper 
Cleveland M 
Conrad -- 
Dalbey - - 
Marshall 
Miller, E.^. , 
Ponder - 1 
Soyitts . 
Walters w_- 


2 - Saif Francisco 
.,L-*,Eield personnel file 
‘ 1 - Si^estidn file 




1 - Personnel file of SA| 
crb 






(6) . •(SuggOstiob 885-^72',dated 6/16/72)^' 

NOTE:. Suggests file covers (Form FD-245) be imprinted; with an area for 
Agent to . record when and' where stops have been placed. Also, 
suggests some' notatiop be placed on file coverSUo permit Agent to 
indicate whether or not subject is a fugitive. 


1 3 Teie. Uo(m\ 

Mr^Kinley , 

^ir. Annhlrong^ V 
Ms. Herwig.. ^ * 

Mrs. Meesai\>. 


PE UNIT CD 



(NOTE continued page 2) 






NOTE; Similar proposals have»been considered .previously andf hot tadopted,, 
With’ regard to stops, reliance should not be placed on a notation on 
fUe, cover since through inadvertence one might not be recorded or 
removed. A file review is regarded as necessary for sUch itemsv 
- In addition, a^ problem jvould , exist when files are being consolidated- 
if a stop is ^till Outstanding. Stops are not used as frequently as they 
once were since adceht of NCIC asippiiOe. departments, have direct 
access to this facility?. Any piece qf 'mail in a iile will contain 
inforination as to lact subi|ct is a fogitive orice^he has been made 
one sp this data is readily,^ available by lifting cover df file i The 
assignment card: also conta,ins this information, T^raihing .Division, 
therefore, recommends, current idea not be approved'. 





■? 


' f g e s t i o n 
FD-252X>i«v. 9-11-59) 


Acting 

Director', FBI 
SUGGESTION 




Fyom; (Suqqestor*s name) 


6/16/72 

Division oi Assignment 

SAN FRI^CISCO 


It xs suggested that f uture^ ffxl e coye rs (PD-245) be imprinted with 
an area for, the Age nt to recor dT^hen where stops have been 
'placed. It is also suggested That some notation be placed; on^ the 
file covers so it may be indicated whether pr not Subject is a 
fugitive. (See Attached) 


Current practice or-rule (Include manual citation as-well as lacts) 

Form does not contain section to indicate when ,and where stops 
have been placed. 

Advantages ,ol suggestion and annual savings (include basis, for estimate) 

WhilT dictating reports , especially 5-day and closing reports , 
intonation would be readily available to the dictating Agent 
whether any stp^ have been, placed'. It would' thus relieve .the 
Agent of the time consiuoing. review of the entire file to 
determine this inn^^atioh. 

Annual savings cannot be adequately estimated by this Agent, 
but should be considerable, due to the amount of time saved 
from file reviews. 


Dlsodvantages of suggestion 


None known.. 


(The use by the United States oi-my suggestion shall^not form tije basis 
assigns upon the United States, ^understand that ! will be considered 
within two years after subntission.) 

1X21 Mr. L^Mrs. IZDMiss I 
Recommendations "and comments 'of* Division Head 


t "by me, my heirs, or 
y suggestion is adopted. 


Ue ^ Suggester/ 


It is recommended that this sugg:estaon si 


)e c Offside red. 


(Doi^not" writ<^n^t^jy.fe^ce - for Bureou use only) 


Sl^ature and Tftle 






. B , 

I enclosure 


IS jurj.a^ 







f 


^•243 (nev. 4*I3<90) 








aiAiM* t3*}2sdd 


erjcieruRL 



U ■- 2 T) /q . 




Federal Bureau of Mvestigation 
Jackson, klissiosippi 


August 22, ;1972. 
3?^SONAL 


b6 - 
b7C 


Bear 


The sttg^stion submitted by you has bcQQ^eeelvpd 
that a particMar^e number b| added to &e file^cpyer under c ertzd n 
circumstances, Hhdught you. wt231>e Mefestod to imow there ii 
no objeetion to this practice if the fi^re is readily availabie; however, 
it is felt a mandatory i^e in this regard is not warranted due to the 
few times wken it woidid be naeded. 


CJ 


tv 


^ ^ Th^interesi wldch led you to ^ive me the benefit o£ 
your thhughts on tms matter jLs indeed^ appreciated. 

^ Sincerely yours. 



r; 


V t 


\ 


Felt — 
Bales 
Bishop . 
Callahan . 


Campbell _ 
Cleveland * 
Conrad —— 

Dalbey 

Jenkins __ 
Marshall — 
Miller, E.S. . 
Ponder 
Soyars — 
Walters . 


r L. Tatr.iclc Gray III 

:B. Patrick Gray, W 
Acting Director 

2 - Jackson 

1 - Field personnel file 
1 - Suggestion file 
I - Personnel file of 
^ML-.car ^ 

(6) Or (Suggestion 120-7^ dated^8/ll/72) 

NOTE:. Suggests the pi^ice of* origin's file nuinber be placed qfi the front of 



aiile that is being destroyed after five- years because another office 
is office of origin or office of prosecution.. . 


Tele. Room _ 
Mr. Kinley 
Mr; Armstrong 
Ms. Herwig _ 
Mrs. Ilcfinan 


_ MAIL ROOM 

2 AU&2 8 



^NOTE continued on page 2) 


.TYPE UNIT ini’ 






o 


Q 


b6 

b7C 


NOTE (Continued) 

Training Division has ascertained WFO uses this system 
so there is no objection to such a practice if the huniber is readily avaCilable. 
It is doubtful if work involved would be warranted on an overall basis due 
to few cases which will be reopened. In any event if a communication is sent 
to office- of origin, that office must search the mail and will have ,the number 
available. Training Division, therefore, recommends idea not be approved 
for use field wide. 



- 2 - 




■ ' ' X 

Employee Suggbsti'lH ^ 

F-D-atfe-'( §e\j^ 9'.«fTls.9) 








I From; (Suqqoster's name) 


(-Date 


8-11-72' 

_ 

Division of> Assignment 

bo 

Jackson 

b7C 


To: 


Director, FBJ 


SUGGESTION, 


On the front , of" a. file that is' destroyed, after 5- years 
because another ^of fj.ee- is origin or office .of- prosecution, note 
the office of ofigih*s file number. . ^ 



if 


AUG 2 4. 72 


6 




Current practtce.or rule (Include manual”cUatlon ds well as iocts) - * - - 

Manual of Rules and Regulations Part, II-, Section 3D, 

'(page 13b). Show identify of .office of. origin for reference purposes 


Advairtages ol.suggestlonio'nd -annual savings (Include bosls for estimate) - 


reference. 


This, suggestion will serve as an aid in locating needed’ 


V- 





; DlsbiVdhtages of suggestlonf- 

Takes a few minutes a day longer to record.. 


(The use by tHe Unlted'States of my suggestloii shall not .form the.basl; 
‘assl_glX®'upo'i *Ge Urilted States'. I understand that 1, will be considered 
within tv/o "years after submission.) " 

1, Ifdr. 1. I Mrs. IX l i 


JMls's 


ny heirs, or - 
tlon is adopted- 

ghief.:, C lerk) 




ester 


Recommendations and comments^of Division-Head 

This appears :to be a reasonable suggeatioh and I recommend that 
if be. adopted. " " 

/T_ _ 

Special^Agdnt?*>inp"eharge 



(Do not write in thls space -^for Bureau usetonly) 


\ 


iaif 
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Little JRoek, Arkansas 


J>ead 


" I ' e - ■ I 

Timnicyou for the jsa 3 ®e 0 tion that file ends |?r coa- 
Eblidated flumes be prep^ed fbr uso^^y iieM officfes, 4s le^atter 
ofrpossibje interest to yon, tWo Matter waathoroughly evaln^ed 
before the system was broagitt to the attention of ^ ^fflces it‘ 

was 4ccid©i.fhe eost Involved for purchase of commercially, made 
titaders was not warranty, it is not, practical to make thebO file 
ezds at FBI Headquarters* ' 

^ I appi^iate the thoughttulnsss you displayed In sub* 

mitth^ your Idea to me^ 


iteiLEoaz 

AU624-1972 


‘FBI 


Sincerely yours, 
BnpatrXok, Gray III 



bo 

b7C 






’Feit 

Bates 
Bishop 
Callahan - 
sCampbelt , 
Cleveland, 
Contad 
Daltey _ 

' Jenkins ^ 
Marshall . 
Miller,B.S, ^ 
Ponder - ■ ' 
Soyars ,,.i^, 
Walters 

Tele^^Room _ 
Mr. Kinley' 

)ir, Anastrong . 
Ms. Herwlg __ 
'Mis, Npenan -Ir 


- Littie Epck 
' I- Field persqnuel file 
i - ^ggestion file 




L. Patrick Gray, HI 
4cting Director 

Your attention is eaUb®tplS4b^Metter’' 6^ 
dated 7/9/63 wherein ‘the use of file ends was 
brought to the attention of with 

instructions for makir^‘ these items from file 
‘ ^ .backs. All ottices with open- shelf filing should 

be using this system by this time,. Yhis, matter was thOTOughly evaluated at the 
time the system was adopt ed. Items of this type cannot be prepare at FBJHQ 
and thebohes which can be purchased commerciaiiy are ^remely espensive; 
therefore, it Was d ecided the file ends could be made in each office. 
iTl- Personnel file of I I 


, ILfcar^ 

(6) 

MAH. ROOM I 



Westion m-73 dated 8/17/72)’ (eontinued on page 2) 

TELJSyPE UNIT cm 


■ i > 






0 0 


^ b6 

^ b7C 

(Continued) 

NOTE: Suggests file binders, for cpnsoHdated fUe sectw similar tb. 
the .enclosed .be prepared' fpr use by field offices. 

Due to obsdrvations set forth for the use of the SAC, Training, 
pivisipn recbmniends no further action- regarding this idea. 




Ari ^ 

Employee Suggestion 
FD-252 (Rev. e-n-59) • 




K 


' o 


'sot '4 


Date. 


8-17-r72 



To: 


Director, , FBI 


From; (Suqgtester's name) 



SUGGESTION 


Division of Assignment 

liITTLE ROCK . 

; :: ^ = b7C- 


/ 


I<rle binders /for eonsolidated •fi le.^sjaatlQns# similar to enclosed be 
prepared tor use by Field Offices. 


:i 







Current, pracyce orjrule .(Include monual citation as well as facts) " ^ 1 

It is practice of some Field Offices with open-shelf filing to utilize 
file binders on consolidated file sections; however, manual sets forth 
no provisions for same. 


Advantages of suggestion and annual savings (include basis ior estimate). ' ' 

PreparecS file binders will conserve individual employee time at time 
of cons6lidation> as well as facilitate location .of files, reduce 
misfiles, eliraihate need for shelf labels, and greatly improve appearance 
of open-shelf filing. " . ' . , . 

Only monetary savings would be represented by employees time in 
consolidating and’ locating files. ' 



Disadvantages of suggestion 

Cost of preparation. 


(The use, by the United States of my suggestion shall not form the 


assigns upon the United States. I.understand-that 1, will be' consi 


within two years after submission.) 


dlMr. E]Mrs. 



ature by me, my heirs, or. 

' If my, suggestion Is adopted 



(J) - Bureau (bnc.- iV; ^ 

2 - .Little 4pck .(eerlSSl, P'. F..;) 









'-'-V 




|[e®temt)er 11, 1972 
PlSESONili 


' *b6 
^ b7C 

federal Btireaa of , 

Indianay>lis, Ij^iana . ^ 

be^ 


I have received:your suggestioa that Form 1TO-245 
be printed oa bb^ sides.. As d matter of possible interest to yon,^ 
the Same.pro£osal has been considered nmnerdus times M bie pak 
and hot adored because of several dlsadvaidages involved in the 
procedure as ouUfa^ by jou. 


JIEC-IS 






i! 

t\ 

*1 


i 

'J 

i 


Aithou^ favorable action i?as hot tahen in this 
instance, Qie interest which prompted you to submit your idea to . 
me is indeed appreciated. 



FeU,„— ^ 
Baker.,.- j, 

Rfilpg - 

- Bi shop ■ 
Callahan - - _ 
Cleveland 
Conrad 
Dalbey 
donklns — 
Marshall - i 
Miller. E.S.\1. 
ponder" --- _ 
Soyars - 

Walters 

Tele. Hoon — ^ 
Mr. Kinicy 
Mr. Armstrong* 
Ms. Herwig>^ 

^ Mrs. Neeniaj 


Sincerely yours,: 

2io, Fatric3t Gray 111 

It. Patrick Gray, Hi!; 
Acting Director 


% 


2 - hidianapolis- 
. I r Field personnel file 
“ "i, Su^estioh file 
Ir Personnel file off 

'AM" 



#ML:car ^ * , , 

y \ ' (Suggestion 186-73"dated 9/1/72) 

’ 7 NOTE? . Suggests- the file* front. (Form, FD-245) be printed on both sides to 
permit, its reuse. 

"^ame idea has been considered several limes in .past and not 
^ , e would be. additibnal cost to run these fronts through, equipme' 

twice for pririting^on both sides. Fronts- become mutilated through const^^' 

(NOTE continued on page 2)- 



MAIL ROOM cm TELETYPE UNIT Cm 






NOTE (Continued) ’ 

andan most,instances they would not be. in satisfact6ry*^condition for reuse. * 
There would be margin for error should front be placed on file with wrong ' 
side up showing incorrect file number. Due to these views,. TrainingjDivisiph ^ 
recommends current idea hot be. approved. 


- 2 - 




■Em^oysis^uggestidn' 
(WKD/aSV^v. 9-1 1-59) 


=■ Acting 

Director, FBI- 


d? 




o 


9 nil 2 


Dlvlslon-of Assignment. 

Indianapolis 


b6 


iGESTlON - V ' 

Bureau/^orm FD-245 Ctile front) be. imorinted on both sides 

-^| ii !■ irrw r >i i ii| » w i n i n~ . I I t I II I -- I- ■ . | i' nmwaw^.ntwtM . ■ s~~n j~» «~> rT~ — ii ~i» 

to permit reusing , as is presently done with file backs and folders* 




advantages of suggestion, arid annual savings (Include basis. for estimate) ' ' . 

Advantages would be (1) a sayings .to the Government by double 
utilization, of the form; (2) decrease in hecessai^ supply jmaintained, 
resulting in a savings of storage space in supply rooms* 

It is impossible to -estimate the annual savings--the cost of the 
extra printing pri the reverse si.de would be offset by the 50% savings 
on the material cost* It would appear -the savings would be substantial 
due to the voltjme of files consolidated in all Bureau offices. 


Dlsadvantagei^^of sfuggestlon 

Only apparent disadvantage would be if cover would be placed 
wrong-side up during serialization* This could be eliminated by 
blocking out the- file ntimber at the time of consolidation* 


(The use by th.e United States of.iny suggestion shall hot form ' the baVls o 
.assigns upon the United States, j understand that I will be. considered ioi 
within two years after submfsslon.) . 

ESI Mr. C— iMrs, I' I Miss — 


Recommendations and cd'mments of Division: Head 

Recommend this suggestion be adoptedi, , 


s adopted 



Signature. and Title of.Suggester 


riie i>upetvisor j 

EC-1.9 ^3 /9 


signature and Title 



*6 SEP 











Ik-. 




- . .\v 

O 


j •• 


■'i 


- ^3} f. 



September 5, 1972 
PERSONA!* 




nV 


i/- 


s-r 


Fefiprai Biiroau oliliwestisatioa 
Pbil^clpl^,. Pennsylvania 


Dear 


'iriiank yea ibr tbo caggestioa that ejmee be provided 
0a the reverse side of lile covers lo eater certain ^itioaad 
in&riaatioa. As a matter of possible latere^ to yea, similar pro- 
=^sals have been considered prevtously a^ adt adopted since it 
v?as felt the use of tMs informafdodi; 70 u^^ not suffice for a idie 
review# 


yon 


to submit yoar idea to me* 



Sincerely yoarS^^ 

Xo PatPAca. Gray III 


b6 

b7C 




Felt ^ 

Bates - - 

Bishop._._ 

Callahan ^ 

Campbell _ 
Cleveland _ 
Coi^ra'd 

Dal bey - 

Jenkins - 
"MarshaU 

Miller.B.S.L 

Ponder 

Soyars 

Walters - ■ 


. D* Patrick Gray, in 
Actias^Dircctor 

2. • PhUadelpbia Ypur .attention is called to the Manual of 

1 - Field personnel file aiia;Jtegidatiohs, Part Hj SectiP.n^# p^eb and 
1, - ^ggestioh file 7^» wherein instructions are Vet .forth regarding 

information which may be entered on v jk 

coyer. File numbers, for auxUi^y offices, may be entered Mongh^d on the 
.inside of the file cover in the rf^t-hand comer. Cost for preprinting jit^s on 
back of ebyer which jhay never be used is not war ranted. For instilaVe, it 
.would, be a rare occasi on indeed when-alT would be involved, in one case. 


Tele. Roba 
Mr- Kinley,._4. 
Mr. Armstrong. 
Ms. Herwig 
Mrs. Neenan ... 


V- 


1 - Personnel file of SA 

’%[L:car - y 

20,1972 

MAIL' ROOM dp, T^EfiETy'PJS UNIT dp 


T 


(Suggestion i62-73 dated 8/28/72) , 




(NOTE, on -page ?) 

1 - 







b6 

b7C 


NOTE: Suggests reverse side of file cover be used for storage of data 

concerning the particular case file involved. This data would be the 
type which once established would not change. A prime example would be the 
listing of all FBI field offices in alphabetical order with adjacent space to 
insert the file number of the case for each office as it is determined. Another 
example would be spaces for subject’s date of birth, Socialt Security number, 
military serviceimUmber, FBI number, police arrest number. Selective 
Service number, race, sex, name, and aliases. 

Similar proposals have been considered previously and not 
adopted. It was decided reliance on information so posted would not be of 
value. While it might provide a convenient reference,j^ it could lead to error 
or omission. This information is in the file and a- listitfg of such items would 
never suffice for a file review. Training Division recommends idea not be 
adopted. 






Empl^^^o StiggoafioTi 
FJP-i252 (Rev."9-U-S9) 


t f 


Jg 






Date 


August 28, 1972 


■^°= Ac tine 

Director, rBI 


From (Suqgester's name) 

saI 


Division of Assignment 

PHirAP]^PJiiA. 


SUGGESTION 



'C'-f/Z^Pl : 


bo 

b7C 


(<) 


n' 


It is suggested that the reverse , side oi^P*D' I, 
(file c ove r) he utilized for s.;borage of , d ata .concerning the, 
* paj^ticuiar case file' involve d » The data selected would be 
'^he'"'t^e tfiaT€7 -onc.e estabTTshed", or .determined-, would not. 
change. A prime example would be the listing, of alX FBI 
field offices in alphabetical order with adjacent spade to 
insert the file number of the case for each office as it is 
determined. ^ F~j L<S.S 

A secondary example would be space or blanks to 
insert subject’s date of birth. Social Security Number/ 
military service number, FBI number, police arrest number. 
Selective Service number, race, sex, name, and. aliases.. 



Current practice or rule (Include manual citation as well as'faots). 


This information is presently maintained at various 
locations in the file and particularly in a major case bi* (see pg.2) 


Advantages ’of suggestion and annual savings (Include basis for estimate) - 

The prime, exati^le given regarding other office file 
numbers is. the basis of the suggestion which would have, the 
major applicability to organization type cases or major cases 
as other office field numbers would be readily accessible inside 
the front, cover of Volume I of the file. The format proposed 
is that all of the field offices be listed in al^iab© ticai 
order with adjacent space to insert the file- numbers and that 
the printing be arranged so that it could be re^ad' upon -opening 
the file cover without having to turn the file cover around. 

(see page 2) 



Disadvantages of suggestion 


The only known disadvantage of this suggestion is 
the cost of printing the, reverse side of the file cover inasmuch 
as the insertion of the data obtained wbuld take miniitiah . time 
on the part of the rotor* clerks 


(*rhe use by the United States of my suggestion shall not .form the basis of a 
assigns, upon the U.nlted States, 1 understand that. I will be considered, (or anl 
within two years after submission.) ZCk d 

Sm,. (Dm,., □ I 


JMiss 


\tSf or 
adopied 


Becommendations <znd comments ot Dlvislc^s.^ifi£td 

Suggestion of SA 


SAC recommends that the 


appears tOy^arrant <^ns^eration. 

Bure au 

based on our current problems 

Acting S;fe€^a‘h^A^gn«feg~ln .Charge, 



(Do not,.wrlte In this space (or Bureau use only) 




BSaSSSBEBB 

ca-Ah 


(3>- Bureau 

2 - Phila. (1 - Pers. file)(l- Suggestion file) JC; 



/ 









Current Trap fci be or Rule (cont*d) 


orgariiz?iti'on i^e file vrtijLcli way be in ^ihy one of several 
vpluraes and parbicuiarlj coT;ld require cohsiderable reaearcli 
ta locate the needed- Ihfprraatil-on and in urgent matters or 
a major case, frequently time is hot available to determine 
the jrile numbers pf other offices even though they are ay.ail- 
able in 1;he file*. 

Advantages of Suggestion and Annual Savings C.cont'd) 

Other secpnda?y ibems would be listed, follpwing 
the field office file numbers i^th space left to insert ^ 
information as it ib pbtaihed. - , * 

IPhe sayings involved in this suggestion, are 
difficult to estimate, but they consist of the tfme saved 
in retrieving this Infcrm'ation from the''cAse file on the 
part ot' the case agent an<3 the saving, pf time bn the part 
of the r.eceiyihg. offices as they ifiil net- have to. search 
incoming, mail vhen the file numb er is available*' 

The secondary example- regarding identifying in~ 
formation concerning subjects would save, the file reviewer 
time* to retrieve the data to help identi^ or eliminat# 
suspects in fas t~moving maj[or cases, Thb fbct that the 
current procedure calls for file covers, to bp destroyed oh 
cpnaplidatipn of certain fllbs would have n? bearing' pn this^ . 
suggestion as even with the des true tipn of the file c.Qvers, 
we ape no worse off than* we* ape, now. 









■^•- V 


NAME^ 

ALIASES 




,SEX 


•— D- 


COLOR 


DOB BOB S OCIAL SECORITT NO. 

MILITARY SERVICE NO. FBI NO. 

POLICE ARREST NO. 


FIELD OFFICE FILE NOS. 


ALBANY 

HOUSTON 


OKLAHOMA CITY 

ALBUQUERQUE 

INDIANAPOLIS 


OMAHA 

ALEKANDRIA 

JACKSON 

' 

philadElph'ia 

ANCHORAGE 

JACKS ONVIEEI 


PHOENIX 

ATLANTA 

KANSAS CITY 


pittsbhrSH ^ 

BALTraORE 

KNOXVILLE 


PORTLAND 

BIRMINGHAM 

LAS VEGAS 

- 

RICHMOND 

BOSTON 

LITTLE ROCK 


SACRAMENTO 

BUFFALO 

. LOS ANGELES- 


ST. LOUIS 

BUTTE 

LOUISVILLE 


SALT LAKE'ClTi? 

CHARLOTTE 

MEMPHIS 


SAN ANTONIO 

CHICAGO 

MIAMI 


SANDDIEGO 

CINCINNATI 

MILWAUKEE 


SAN FRANCISCO 

CLEVELAND 

MINNEAPOLIS 


■ SAN JUAN 

COLUMBIA 

MOBILE 


■ " SAVANNAH 

DALLAS 

NEWARK 


SEATTLE 

DENVER 

NEW HA VE?r 


SPRINGFIELD 

DETROIT 

NEW ORLEAlS 


TAMPA 

EL PASO 

NEW YORK 


WASHINGTON, D.C. 

HONOLULU ' , 

NORFOLK 




LEGAT 



BEIRUT 

HONG KONG 


MEXICO CITY 

BERN 

LA PAZ 


OTTAWA 

BONN 

LONDON 


PARIS 

BRASILIA 

MADRID 


ROME 

BUENOS AIRES 

MANAGUA 


SINGAPORE 

CARACAS 

MANILA 


TEL AVIV 

COPENHAGEN 



TOKOYO 







4'. 


o 


D 


o 

o 

r-J 


September 21, 1972 
mREOmh 


REC41 (^(j^ ^3 1 ^ 




J*ederal Bureau of InvesUgatioa 
Washington, D. C. 






Dear 


ppT 


Thanfc you for the suggestion that a fdmn be appiovs 
for use when referring files to a particular unit. This proposal ims 
been considered ami it has been decided a new format for this puipose 
should not be approved; howeveig^ ^rm 4?661 w ili. be revised: to 

tic^c 


include the appropriate information to serve the intended jpurpose. 


r appreciate the interest you displayed.in sUbmittingf 
your idea re^rding this matter. 




mnmzo. 

i€? :i:D72 

£Bt 


Sincerely yours. 


li,, Patrick Gray III 

L. Patrick Gray, iH 
Acting Birector 


V 


T 


fto 


X 


1 - Mr. MarshaU 
1|- Personnel file of 
5f]toL:car 




Pelt-. 
Baker- 
Bates.. 
Bishop 
Callahan 
Clcvclanj 
Conrad 
Dalbey 
Jenkins 
MarshaU 
MiUenE.S 
‘Ponder 
Soyars 
Waltem — . 



(5) ^ (Suggestion 236-73 date^^i9|19/7;2)^^ 

NOTE: Bas ed on memorandum P . F, O 'Cohneli to Mr . Marshall, 9/19/72 

GSr.6, Filing Unit, -Files. and Communications 


re: 


Division, EOD 6/28/65, PFQials. 


’^800X3019721 


Tele. Room _ 
ilr. Kinlcy _ 
Mr. Armstrong. 
Ms. iroTOig ■ 
rs. Noonan 


MAIL ROOM 



33^ 


L 


TELETYPE UNIT CD 











- fO*M NO, 10 

MAY 1Y41 tOmON 
OJA OfM, »fO, NO. 2r 




UNITED STATES ,G & 

Memorandum 


MlO-IOi ^ 

t 

NMENT 


o 

o 


• TO 


FROM 


SUBJECT: 



DATE: 911.9172 


GS-6, Filing Unit 

Files £ttid Communications Division 
EOD 6/28/65 




Felt 

Baker 

Bates, . 

Bishop 

Callahan 
Cleveland , 

Conrad 

Dalbcy ^ - 

Jenkins , 

b6 Marshall 

b7C 'Miller, E.S. 

Ponder 

Soyars ^ 

Walters . 

Tele. Room __ 

Mr. Kin ley 

Mr. Armstrong _ 

Ms. Hewig 

Mrs. Ncenan 


STREAMLINING COMMITTEE SUGGESTION 

4^thrl3 

I has suggested through Files and Comniunications Division 
Streamlining Committee that another form s^ilar to 4-661 (File Repair 
Eecord) be created for use in referring files in need of repair to 
Repair Unit, Room 7519 Justice Building, He pointed out that form 4-661 
is presently used for this purpose by crossing out identity of xinit in 
Identification Building and stamping above it "Repair Unit, Room 7519." 

He felt by utilizimg separate form that time would be saved^in stamping 
forms with room number of Repair Unit in Justice Building. 


Committee noted that a substantial number of these forms is 
used and observed that one form could serve purpose if identity of %o.th*‘ 
repair desks are shown on the form with a block in front of each which 
could be checked by employee. Although | | suggestion is not 

being adopted as submitted, his su^estion has resulted in modification 
of Form 4-661 which will facilitate handling of files to be repaired. 


RECOMMENDATION: 












1. That Form 4-661 be revised per attached sample. 








2 . 


That this memorandum be fort'/arded to Suggestion Desk, 
Training Division so that Ness can b^advised that modified version of 
his suggestion is being adopted. SX 


Enclosure 



1 ^ f MI 


If? 


PF0:als 

C7) 


18 OCT 19 1972 















O ' Q 


.66i»<?. ao C3) YVJ)^' 


t 




Date 


Tb' _CJ Repair Desk, ^^oom G 101 IB 

* Z? ^ ^ 

Re : File No. 


O' 


.Section 


This file charged or transferred to Repair Desk by: 


-Date 


Please repair items checked below: 

1. □ Expand 

2. □ New Cover 

3. □ New Back 

4. □ Change Cover Size 

5. □ Consolidate Sections _ 

6. □ Make Up Sub A File 

7. □ Repair Serials _ 

8. □ Laminate Serials _ 

9. □ Check Serialization _ 

10. □ Miscellaneous (Specify) _ 


Date 


Repaired By: 
Checked By : 


File Sent: □ Return Table 
[~~1 Lamination 

a 


.Rm. 




te 


i 

( Use reverse side for additional remarks) 

PROPOSED REVISED 4-661 













-i-XT’ CFtev.- s-ai-'Fa) 

FEI5EFtA.IL, BUREA.FP OS' IZ^MESTI OATIg>I^ 
FILES AISTD COTvIIVtTLnsriC OIVISION 

, X9V2 



See Ivie 

FTote & Eetum 
HioiTi o IVIe 



File Repair Record 
4-661 (Rev, 9-21-72) 





Date 


TO: □ REPAIR DESK, Rm G 10MB □ REPAIR DESK, Rm. 7519 JB 


Re ; File No. 


, Section 


This file charged or transferred to Repair Desk by: 

—Date 


Please repair items checked below: 

1. O Expand 

2. Q New Cover 

3. □ New Back 

4. □ Change Cover Size 

5. □ Consolidate Sections _ 

6. Q Make Up Sub A File 

7. □ Repair Serials — 

8. Q Laminate Serials _ 

9. □ Check Serialization _ 

10. □ Miscellaneous (Specify) _ 


Date 


Repaired By: 
Checked By : 


File Sent: Q Return Table 
E3 Lamination 


□ 



From: 


O PRINTED REVISED 4-661 O 

( Use reverse side for additional remarks) 




b6 

b7C 








-sr’. 


August 15 > 1972 



PROPC^ED CHANGE IN 
MAOTAL PdR:B^ 


Secuoii^ 29 j Item 2 1^, page 12b„ .pAragiraph: 1 shoid^. be amended to read 
asfoUbwsi; \ ^ 

(21) phec& oi files> s.erjals,. and/mail 

dn, the second Wednes^y of each month: all Assistant Directors .must 
miahe a cjjinplete cliech of allf iles:^d mail in .their respective 
divisiobs to determine if matters are being promptly hmidled and 
tlat;aU' ihtel ^difiles are being pr^^ FilesVand 

/ Commuidcatlohs Division*. ExptehaWohS musf be obtained and- 
atoinistratlve action recommended where excesstee deteys . ay© 

iiidicat^. Ihe residts of thi^ cy cfc must be tecoipor^ed"^^^ . 
■repprt.from each Assistant Director to the Associate Director 
vcontataing the fpliowing. M 


Note* Proposed revision of* j^anual Eor Bureaa.SupervisprS. fs. necessary 
V *' in order to.conform with *the^pr‘esent organizational structure a 
'' • administrative procedures:*oJ the, Bu^^^ . 


OTBimlj" 


CiHahan ^ 
a , 'Campbell — 
Clevelaad 
' COQtad 
• Dalljey -v 
J^nk&S 

:*■ ,MarahaU._i^ 

_ 

, tR'ondefjj... i 

'' - *.$w,ars 

3"ele. Bocw~ 
TMt. KialeS®^ 






Hih> , 1 . 




Ws'. w&rofg., _g-. t_ 


tfa.k&nad.'^ MAIL«PPME3 teletype vott G3' , 





mr RScaiT^ 
4 8EP2sie:. 




UITOECOBDED COPY. nLED, 









|[EC -65 



JFederai Bureau of Jnvestig^ioa 
Pittsburgh^ Pennsylyaula 


October 24, 1972 
PERSONAL 


b6 
hi C 





Dear 

^ I haye received your sugge^on coacerning revisions of 

Eorm 5D-245 to provide spaces for xecoidlng Nation^ Crime ^brm^ion 
Center data ai^ to record classification aiid fide numbers both V^lc^ly 
and horizontally. "Syith respect to the itost j^rtion of yo^^proj^sal, 3^ 
matter was consider^ previously aM not adopted sinceSfsh entriei^S, 
v^uld not apply to all cases. An office may, if it so desii^'s, use a ^ihrnp 
for such purposes. Id addition, it is not desirable that a floaty se0dl 
be employed since it involves c^a clerical work and, for goo^ recdl^ds 
management, all material in a file should be approprktely sel^ized. 

The other part of your suggei^ipn has been considered and it has been 
decided any advantage it could achieve vould be outweighed by the cost 
and extra notation involved.- 


Although your: idea was not adopted in this instance, I 
appreciate your initiative in submitting it to me. 


Felt_ 

■Baker- 

Bates. 

Bishop. 


.MAILED. XM 


OCT 2 4, 1972 


:Y 




FBi 


tBi 


Callahan 

Sill - T^iphurgh 

Dalbey — Tn,^-. 

Jenkins-.— 

Marshall . 

MUIe'r,E.S. 

Pender 
Soyars 

Walters - --- - -- 

Tele. Room 
Mr- Kinley 
Mr. Armstrong . 

Ms. Herwig 
Mrs. Necnan „ 


C BOOK 


iS^i^ggeSionYfl^^ 
i r Personnel file of| 
JERtcar 

^%0tCT 

mail room 


Sincerely yours, 

E. Patrick 'Gray III 

L. Patrick Gray, HI. 
Acting Director 




estion 321-73 dated 10/16/72) 
^/P’'^'iJDTE’on page 2 

^ TELETYPE UNIX CD 






b6 

b7C 









NOTE 

NOTE; _ . . 

to suggesTi^n yto provide spa c es fo r noti ng Natio nal Grime ; lnf6nn 
Center/ fNCIC) letitries. and- to provide space to enter, classificatibri. andlf ile: 
numbers bojh verti^^^ and As ^alternative , to first por^^ 

'"w^d lTav”elTCiC entries recorded on top flpatirig serial. 

Same idea with respect to NC jC data on file covers, was;, conside r 
previously and no^adopted since this information would not apply tp alljfileSb ' - 
It was believed offices could use appropriate stanips for same , purpose wher^^^^^^ 
needed in files-and many dp; however, it is not considered- fn good practice/" j 

to rely on entries .rather than file review to insure .action was taken;. The ' ' 

matter of a floating senar has been considered; often in this regard;. and other' 
matters and not adopted for several' reasons, Good records- management » 

dictates all material in file should be properly serialized. Floating serials ? 

cause extra work to trahsfer^as addditional volumesare opened. Further, if 
every suggestion about 'a fioatirig serial vere adopted, we would have 'had ' ^ 

several Top” floating serials all for differentipurposes wHich -is..a practical 
impossibility. ' ; 

In. regard to revising the covers to . allow entry of fUe and ' 

classification numbers in two directions, matter was ’.idiscussed with ^Ch^ ' 

Clerk's fiesk, Training.Division, and' Wa’shington Field Office and if was 
consensus. that such actibn is entirely^unnecessafy. Files are jacketed in 
f otors and easily identified in that way* Suggested, procedure would* b^ 
advantage in closed files and even less when files' are consolidated. In .addition, ; 
it would cause more work to enter file nuniber twice ph cover. 



(Continued 


■ \f 


V 


- 2 - 








Director, 'FBI 




10/16/72 

Division of Assignment 

Pittsburgh 


SUGGESTION 

Form FD 245 (file cover) be revised to: 

(A) Include spaces for recording NCIC information; and 

(B) Provide spaces for recording classification and file A 

numbers in large numerals in both vertical and horizontal ^ ^ 
positions /^ •/ / IJ \ 

(Copies of revised file cover enclosed) Ldi ^ 

(A) In reference to NC'IC information, the first four lines on the 
attached form under '•NCIC” would be used for entry and/or re- 
entry of a single subject or entries of multiple subjects, the Vf* 
circled numbers being used as a key to locate serials on which 
NCIC action is taken, which would be recorded on the fifth (5th) 
(Continued on next naere) 


Current practice or rule (Include manual citation as well as facts), 

(A) Manual does not provide rule covering marking of FD 245 with any 
NCIC information. Office practice is to mark the NCIC number on the 
f continued rift vfc 


Advantages of suggestion and annual savings (Include basls'for estimate) < 

(A) Without markings on file cover, supervisory, agent and clerical 
personnel must spend considerable time determining if NCIC entries hav4^ 
been made which require modification, clearing or other action. Revision 
of file cover to provide space for incorporating NCIC information would 
preclude supervisory, agent and clerical personnel from spending time 
/reviewing file to initiate and £0.1ow through on NCIC action to be 
undertaken. It would also provide uniformity throughout" the field 
resulting in increased efficiency and the saving of considerable cleric^r: 
agent and supervisory time. Revised file cover with appropriate 
application as suggested would greatly reduce possibility of oversigivlrTl 
regard to required NCIC action. (Continued next page) 

Disadvantages of suggestion 

Nominal .cost of redesigning file cover; however, since it is anticipated 
NCIC is a relatively permanent facility; it is felt advantages would 
greatly outweigh same. 



(The use by the Unlted'Slates of my suggostlon'shall not form the b asis of g further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that 1 will be conslderl Ion Is adopted 

within two years after submission.) 

m Mr. i I Mrs. I I Mlsl 1 -^ 



Recommendations' and comments of Division Hoad ' . 

Suggestion appears to have merit and it is recommended it be 
favorably considered for adoption. - 

^ Special Agente 4?nT(gharge 

.(Do not write In this spec^B^or Bureau use only) 6 ' mmmmmmmm «n' 

m 




ncT 58 19^2 
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guggestioh - Continued 

and rsixth (C€fth) lines under "Enter - Serial Number," 
i.e. an NGIC Number 12345 following circled 1 on- 
the first line under "NClC Number” would record entry 
of a subject and/or article. The number of the serial 
in the file which prompted the NCIC entry would be 
entered after the 1 on the iirst line under "Enter - 
Serial Number*" 

NCIC modification would be recorded by serial number 
in the section marked "Modify - Serial Number", again 
keyed to subject or article involved by circled numerals, 

NCIC clear entries would likewise be recorded on the file 
cover under the section ’^Cleared - Serial Number," keyed 
to entry being cleared by circled numeral, 

(B) Large numbers in the horizontal and vertical 
positions indicated, on the enclosed .speciment copies 
would greatly facilitate location of files in both 
pending rotnlte and, closed file storage^.. 

In regard to. (A) heretofore, mentioned,, if revision of 
file coyer is not effected the same result may be obtained 
by.^^oyiag a form, to be filed as the top serial of any 
file containing NCIC entries. 

Current practice or rule (Continued) 


file coyer either "in^ handwriting or handprinting, or 
through use of a stamp, various designs .and sizes being 
used by different field offices. 

1b) Unable to Ipcaffe Manual reference » however, current 
s practice is to write file number in one direction only 
and space provided permits only very small numerals . 

Advantages of suggestion (Continued) 


.(Bl Files in both pending and closed files are jfiled 
in whdtr is described fn a horizontal position with the 
top of narrow end of the file facing the putef edge of' the, 
shelves and/or rotor trays. In searching for pending files 
they are located by viewing frbm. above the files, making ' 
use of the classification and file number placed on the long 
side of the file, In^clpsed files the files are jgenerally 
observed from the side and. to observe numbers placed only 
prt the long side pf the. files it is almost necessary to 
completely remove the file from the shelf, whereas with the 


2 





0 


Advantages of suggestion (Cohifclhued)- 

•mmbers placed along the top of the file the files 
m&y be easily identified with phiy slight .'inovemeati 
ftdra their „ storage position The hse of large numbers 
would, of cbufse, facilitate searching and lodhilng 
files, resulting in considerable savings in clerical 
time. (Above explanation pertains to open shelf filirig 
of closed files. Although some offices dq not. use open • 
shelf filing;/ it is, believed, that the majority of FEI 
offices, ese open shelf filing for closed filed.,) 

Annual* ;savings- which may be realized; through the f eyision 
of ihe file coyer as suggested are undetefmhable , but 
would be appreciable in’ supervisory i agent and cfericeli 

time'.-, . ■ « * ’ - ' ' 












Hovember 10, 1972 
.PEfiSONAL 



Federal Bureau of lavestl^tioa 
Jackson, Mississippi 

Dear 


\ Toiir saggestlon Ms been receive concerning > .. 

for nse to strippin g i^es; After consideration, iti ? ' 
~Ms been decided this pioposal sbould hot be adopted ^ce'pere 
are many occasions when serials from the closed imlumes <SL 
pending cases are, needed. 


I appreciate tlie interest which pxompted tegs 
submit your idea, to me. . K % 


K. ^ 


Sincerely yours, 

L.« Patriclc Qray III 


• > 




IflALl^'S - ^ ratriclc Qray III 

< NOV 10:1972 _ ry- 

— li, Patrick dray, m /TV^ 

. I " • . ' .tI ' v ■ ! j j Acting bireetpr ^rn 

2 - Jackson U 

1 1 - Field personnel file 

1 r Suggestion f jJle 

1. Personnel file of I 

ML: car ^ " - * 

(6) CF , (Su^gsfton 346--73 date^^^ 

NOTE: Suggests, when- a^^^^iume tp^.a^fiie_^>Matt^^^ tMyolmngi&at 
^ I niS' sent to the clo^d^eHipnAe'S^^^ At the pM sent -time, the 
^yompl^fe”Eil^^ when\it ‘has been cl«sed or is referred up*h 

chhipiehon to .j 

(NOTE-contmuedVon lA' 

MAlt ROOM C2^ teletype UNIT I 1 - 




b6 

b7C 


.NOTE (Continued) 

Training Division agrees with, comments of ASAC Kelly, 
Jackson Office. He opposed adoption pointing out there are many times 
when serials are needed from a closed volume while case is still pending. 
Proposed procedure would necessitate added expense in Xeroxing addiUonal 
copies. Training Division believes no volumes of a file- should be stripped 
until the case is closed to prevent unnecessary duplicating of material 
and the extra work involved. It is recommended idea not be approved. 






To: 


.Dfrector, FBI 



From: .{Suggesterfs name) 


SUGGESTION 



Divislo^^o^'Ad^^xim^p. 


When a new volume to a file is started’, the volume 
that is sent to the closed section is to be stripped. 


/ 



AdVOTtages- of, suggestion and annual savings (Inclu'de basis for estlmatej 

On cases that, are pending for several ye'arsj^will 
save space in the closed section .during this pefi^, aEsp will 
save time in pulling old volumes to ;be stripped when cdse is 

JjJ c-' - J* 

It, »* 


. Disadvantages of suggestion 


Any serials to be charged -out of closed volume will 
have to be described bn charge put^ ^ 

ST-li^RfC:75 / ” ' 


{The use by the United Stdtes of my' suggestion shall. not form the'ba 
. asslgiis.upon the United States, I understand that 1 will be conslder< 
within two -years after submission.) 

1 .. I Me, I ' Imis. I 



Signature and Title of .Suggoster 



Recommendations and-oomments of Division Head Divisfon doeS nOt reCOmmend the 

adoption of this suggestion inasmuch as there are many times when serials 
are heeded from a closed volume while the case is st011^en^]^;^y^his 
necessitates added expense of Xeroxing 
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December 8, 1072 
.PERSONAL 


^ ^ P 3 I f . 

#'l 



€^•4' 


b7C 


Federal Bureau of Inyestigatiou 
Washington, D. C. 


Dead 



I have received your suggestion concerning an 
additioMl measure to be taken ba^t 5eat& clerkg-seeking,f iles 
char ged to the Correlation JInIt . '^your proposalTliaiTfeen 
nS^idered-and^t Ms been decided the disadvantages involved 
would oiitwei^ any benefits, anticipated from the procedure you 
described,. 

Although* your idea -^s not adopted, I appi^clate J 
the^interest which led you to submit it to me. ^ 


-<k 


y 

i \ 


Baker - ^ - 
Callahan 
Cleveland ■» 
Conrad 
Dalbey'* 


DEOB - 1972 


- Mr'. Marshall 
j Personnel- file of| 
JER:6ar 

(5) 


Sincerely yours. 

For the Acting Director 

W. mare; fel;c 


W. Mark Felt 

Acting AssDciate Director 









Gebhardt. 

^enkiRS^M^ 

Marshall 

MUIef;‘E,S. 

•PtiwU 
gftyarg ,p_ _ 

Waliets _ 


, (Suggestieii 442-73) 

NbTE:;^’Suggests that .locate ^ Filing Section. 'be required to include 
;tKe.;humber bf the se^cK/sUp shown-qn, Correia^ 
addition 'to the , subi ect wbenw^ating ’hles cfear to Correlation^ Unit. 


Tele. Room 
Mt.^Kinley 
>lt. Argeifos*-, 4 
Ms. He^ig,_^ 
Mts. Neenaa_2. 1 


I 


id Communicatifns DlO’isionvopposed adoption ^ce it 
:beye.ved.;Suggested- step would cause mbre workthan-iit would save, it, rioted , 
^^%linous,se^li^ipsnri; a ,sublecfiricludirig various breakdowns, #f the name / 
^iriRooMCS^'i^M'reE UNiTjO » (NOTE continued' on page 2), 






bb 

b7C 


NOTE (Continued) 

necessitate a check be made on all the search slips to find the file number 
being sought by the locate clerk. Correlation Unit employees are contacted 
with relative infrequency by locate clerks seeking a file that is being reviewed 
for preparation of a correlation summary^whereas^ thousands of charge-outs 
are made up for files charged to Correlation Unit. The few minutes required 
of a Correlation Unit employee to locate the file number on the search slip 
relating to a particular subject would not justify the added time required for 
all locate clerks to record the search(slip number for all files charged to 
Cor.relatipn, Eurther, the suggested action would be an added burden 
in training locate clerks . In addition, the file numbers are listed 
numerically under each break,dpwn of the name oh the Correlation search 
sUp which makes it very simple to locate the desired file number. 




Employee'Sug'gostron- 
•FD-2S2 (Rov.:9-lli59) 





.73 



-'b- . 

Dote 

12/5./72 

To: ■ • 

Director-, RBI 



Division of Assignment 

b7C 

Files & Communications 



•SUGGESTION'; ' ” ' 

; 


5 Tfiat Locate Glerks, when locating fHes charged, to Correlation, be required tp 
L i^.plhdp' on thedcchte as- a^ of the subject, the huhiber (first nuniber only if 
’;there'are''seyeral) 'which follow the: stamped^ subject on the Correlation charge-put 
i w^ich is in file. .(This is, the page niimber'pf the search, slip-on the particular 
■subject's summary. ) 


W S 


Current prachce'oi'rulejdnclud© manual 'citation' as well as facts) 

■Only tlie; na^ of “the' subject is used on the locatei 

‘ 'Advoatages of suggestion and ‘annual^ sayings (include basis for estimate) " .. 

Correla|ioh Clerk lo whom file is- charged couid check the page nuniber of the 
search slip ahd. determine imme whether she has handled the hie, whether 
it i's 'stilli oh her (desk, or whether it might be elsewhere, in the- Unit (without having 
to check thrpugkall name breakdowns on the search slip). 


Disadv.dntage's dl suggestion 


Continual training of Locate Clerks to observe; a rule applying to locates in the 
-Cprrplat'ioh. Unit only. ✓ 



Y'T'hai.ea my a'StI r. » f th I .! fi‘. i-th V-l rrl m ■ n f frri'v nnti'ir'o /my" 


assigns upon the Uhljod, States^., 1 understand, that 1 will be conslderd 
wltKln two, years, alter^submlssioh.) 


a Mr, PMrs. m 


Mis 


» or 


adopted 


signature and Tltle^of Suggester 


Recomraenddtibhs and comments ol Division Head 

Unfavorable. 


XS 


See Gomniehts-on Page. 2) 
'"’Biabs ‘ ^ 


writ©. inXhis space 5i*fpr Bureau use only^^% 








TS DEC 15 1972 ■ 




Employee Suggestion. 
Submitted By: 



b 

b 




Employee's suggestion that locate- clerks in- Fihng Section;be required 
to include the number of the^search siip'Sliowh on Correlation, charge-outs, 
does not'.appear to contain sufficient merit to justify-iadoptipn. ^Voluminous 
search slips on subject including various breakpdpwhs of the .names necessitate 
a 'check be made of all the search slips to find the file nuniber-, being sought 
by the. locate clerk. The Correlation Unit employees, are contacted on a limited 
basis by locate .clerks seeking. a file that is being reviewed, in ^preparati^^ of 
Correlation Summaries, whereas* thousands of charge-outs-,are made up. for 
files charged to Correlation. The few minutes required of ".a Correlation Unit 
employee to locate the file number on the searcli slip relating to a particular 
person will npt justify the added time, required for all locate employees to 
record the search slip number for all files charged to Correlation. Also it 
would be an added burden upon the training-of locate clerks. Also, the file 
numbers are listed numerically under each breakdown of the name on the 
Correlation search slip which makes it very simple to locate the desired 
file number. 





February??, 1973 
PERSONAX* 




■V 




Mt. FeJ t 
Ml, 

Mr. Callahan „ 
Mf. CleV^Md _ 
Mr. Conrad ---. 
'Mr. Gcbljardt « 
Mr. Jenklha __ 
Mr. Mar^all 
Mr. Mrllor. 

Mr. Piirvf«'- ^. 
Mr. SoyarS,^^« 

li. Wajtcta 

Tele. R'oonj..^ 
ilr. Kinley-. 

Mr. Armstrong „ 
Mr. Bovvers 
Mr. Herington „ 
Ms, Hetwrg 
Mr. Mintz^_..,« 
Mrs. KeOoan „ 
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Federal Bureau of Investigation 
Alexandria, Virginia 


Dear 


I Imve r^eived your su^e^ion regarding 
methods for r^ing liie fronts or that this material be recsrcled. 
You .may be Merested to know that similar proposals have been 
considered previously and not adopted; These, file covers 
become mutilate through constant use and in most instances 
they would not be in a; satisfactory condition for reuse.r to 
addition, the cost is more when both.sides must be printed, 

V/ith respect to having these fronts recycle^ this is not 
feasible at the present time. 

Although favorable action was not taken in this 
instance, the interest you displayed in submitting your idea to 
n^e is indeed appreciated, , . 

Sincerely yours, 

i, Patrick Gray liX 
L. Patrick Gi^y;,nf 



2 - AlexaMria 

1 - Field personnel file 
1 - Suggestion file 

1 Personnel, file Sa| 

^ml\ 


Acting DireetbrV* 

m 







^(Suggestion 645-73 daf^2/22/7_3) 


Suggi 


Suggests instituting a program wherebyfc 

W mayjDe-neused. This could be accompliShedlnone of two ways: 

MAn.E^CSl.,^4EuwS, , (NOTE continued on, 2) ‘ 











NOTE (Gontinited) 

(1), Make, available, preprinted tape ^ cover appropriate ar.eas, such as 
Bureau File, Numbei', GlaP.sification Number and Agent’s hamel or^ 
i (iy Print file fronts on both front and back sides. System 1 would make, 
covers reusable nntil worn, put whereas 2 would make eaph usable tWb 
times. If the above is not practical, recycling ii^:support:6t 
Administration Ecology Prpgram.s. should be considered- 


The first two prpppsals have been considered previously 
and not adopted, it was believed ihe tape wpuid bp^hard to work with, and 
Would come off of otherwise stick to' Other files. If second idea were, used, 
there would be additional post to rim these fronts through equipment 
twice, for printing on both sides. Fronts become .mutilated, through 
constahtlise and in most Instances, they would not be in satisfactory 
condition fpr reuse; There would be margin for er-rpr should front 
be placed oh file with wrong side up showing incorrect file number. 

It has been determined, that under present means for decdi’oying 
confidential trash, the end product because of fiber destruction pr 
chemical: contaminants is noi Suitable for recycling. Due to these 
observations, Administrative Division recommends current idea not 
be approved. 


- 2 - 
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Etnployoo Suggestion 

FD-2S2 (Rc^. 9-11-S9) 

. . .. 

< W 

\ 

>s 

•g 

> 
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2/22/73 



Division 61 Assignment 

b6 

ALEXANDRIA 

b7C 


*^^'Ac.tTTl^ I From: (Suggestor'd name) 

Director,^Bl 


^GGESTioN Institute a system whereby /jF .onir FD- 245 (file jacket front) 
^ mav be reused . System could be initiated in either of two ways: 

1) Make available pre-printed tape to cover appropriate 
areas, such as Bureau File Number, Classification Number, and Agent's 
name; or, 

2) Print file fronts on both front arid back side. 

System 1 would make. covers reusable until worn out, whereas 
2 would make each usable two times. 

If the aforementioned prove impractical, recycling in 
support of Administration Ecology Programs should be considered. 


Current practice or rule (Include manual citation os well as (acts) ‘ ^ 

Offices currently discard FD-245 after one use during 
consolidation projects. 


Advontogcs of suggestion and onnual savings (include basis for estimate) ' 

' t, 

Per the Property Management Section, Purchasing Unit,' the 
Bureau annually purchases and uses 1; 200,000 FD-245*s at a cost of 
$26.50. per 1,000. — Saving under System 1 not estimable at this tme 
in that reuse possibilities are not finite number. Savings: unden 
System 2, $15,900.00 annually. - - 


Dlsadvantogcs of suggestion 

None known. 


(The use by the United States o( my suggestion shall not (orm the basl 
assigns upon the United States. I understand that 1 will be considered 
within two years after submission.) 

m Mr. Ii . lurs. I I Miss 











(C). HANPLING OF MAIL IN FIELD DIVISIONS — Field divisions using 
rotor filing systems are authorized to place initialed serials and exhibits 
in their respective pending file folders when returned to the Chief Clerk’s 
Office whether the file is in or not. If th ^fileSi s in, place serials in 
folder along with ten-inch by ten-inch red card, which will serve as a 
’’flag" for clerical employees to handle initialed serials after uninitialed 
mail has been processed and routed to investigative personnel. This 
procedure will eliminate the necessity for the temporary storage of 
initialed material outside of the respective file folders. 


2 / 13/73 

MEMORANDUI 


I' S'*' j- 


1 FEB 2 7 1973 



1145479-000 — 66-HQ-2319 — Section 4 (935419) 





O^t?ON>t»0lM NO. 10 . . ^ 50ICW-I0A 

, MAY lt« lOmON • 

0$A CtN. tto. NO. 27 ■ J 

^ Ur^fl'ED STATES (^TRNMENT 

, ■'memorandum 


cf ‘ ■ 


Mr. Jenkir 


DATE: 8/311/73 


FROM 


SUBJECT; FILE REVIEWS BuRQAO FiLe^ II* Cong. Sorv. *»««■ 

, S UGGESTION 106-74 SUBMITTE D BY ^ -a Ra««crgh* : 

SA T I PHOENIX OFFICE 

^ Diroctor Soc'y 

SUGGESTION: That the field-wide procedure for callin| ^^es for_r Leyl ew_ bv supervisors^^ 
in investigative cases not requiring speWal supervisory aittenUon BeiaiSigfd 

» *'* . Ill,, ^ 1. ^ 11,1,1,^ 

^ (e> 

Recommends in order to prepare the monthly administrative report sub“|| . 
mitted by each field office, a determination be made of what investigative cases within | 
each office have not been posted in the last 45 days through the reporting of substantivO=^ 
results of investigation, thus arriving at the number of cases delinquent and rate of delin- 
quency by classification of case. By listing the numbers of the files which are delinquent, 
each supervisor can be aware of the cases for which he is responsible that appear to need 
special supervisory attention. By reviewing these files, each supervisor can then take 
remedial action where necessary to bring these investigative matters to current status or 
determine the reason for their delinquency in instances where it is unavoidable because of 
circumstances. If the listing so arrived at for the month is posted to a schedule showing 
the cases so listed in the prior months, it will be obvious which files, if any, are ^peariig 
on the list of delinquency more than once. It would be evident these matters must receive 
extra supervisory review; This method of review would achieve the first of three puiposes 
of the tickler system currently being used by most supervisors, ide. , the timely handling 
of investigation. 

There are cases requiring special supervisory attention; for instance, 
applicant-type matters having deadlines. Tickler would be set on matters of this type as 
they are now set on matters being handled under the administrative tickler system. There 
are occasions when the supervisor would want to review all cases of a particular Agent 
on a regular basis and this could be easily accomplished by an administrative tickler 
directing the clerical employee who maintains the assignment card box to pull all the cases 
instead of the tickler cards. Theretare some categories of files which are reviewed for 
more detailed purposes than the bulk of the matters being handled by a particular super- 
visor. These would include informant files which have special reporting and administtafiTO 
controls. It would seem adyantageous to maintain a tickler system for files of this type 
whicli are;iimited:lh number as compared to the .bulk of files being handled by any office. 


A»aocJ[D»n _ 

Asst. 0ir.: ^ 

Aiimin.. y^ ■ 

Cotsp. $yst. r ^ 

Filos & Com. 

G«n. Inv. ^ 

(dent. - -- ... I 

Inspection — 

J b7C 

H Laboratory _ 

b ^ ^’'“'•77- 

Cq Legal Coun. 

f I ^ Cong. Serv. - 

^ Corr.&Crm. JCZ 

Reseorfh* . 

Press Off. n tl 

Telephone Rm. 

Director SecV .JIt^ 


Enclo'siire 

/r-.- . 
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“cSkTINUEX) - OVER 





Memorandum 


to Mr. Jenkins 


Re: File Ileviews 

^ .^ ggestion 106-74 Submitt ed By * ' 

SA Phoenix Office 

The proper compliance with administrative procedures can be readily 
determined oa a re^lar basis when any particular file is handled by the supervisor when 
current communications are received or sent since almost without exception the file is 5 
presented, to‘ the supervisor along with the conimunication. To be certain a file is reviewed 
"before it is closed, the clerk entering the closing serial into file need only route the file ' 
jto the supervisor along with the original assignment card which is scheduled for destruction'. 


When .the supervisor is satisfied with condition of file, he can destroy assignment card and 
send file to cibsed’ file section. In instances where a case is made ’’inactive,." it can also 
’.be declared, "unassigned" and the original assignment card then filed as an administrative ; 
tickler*' anb pulled on the appropriate date for consideration of making it active and assigned 
for handling. It^seems the category of "inactive'-assigned" is unnecessary. 


CURRENT PRACTICE : Suggester states when a case is opened and- an assignment card 
' ' prepared, the yellow copy of the three-?piece set is filed by date 

in an index box under control of the supervisor. One tickler qard is required for ea.ch 
case. The file for the case is pulled by the Chief Clerk and reviewed by the .supervisor on 
the day for which the tickler card has been set. If the case must be followed on more than 1 
one day, the tickler card must be set for the earliest day. Closed and referred-upon- 
completioh files must be pulled on tickler and personally checked by supervisor. The ejfeit 
of actual review of closed files andreferredrupon-completion files is optional, but the 
supervisor actually must see each file prior to destroying the tickler. Each supervisor 
must assume full responsibility for the status and existence of each file. Routinely on a 
daily basis these ticklers are removed from the box and forwarded to the Chief Clerk’s 
Office to have files pulled and delivered to. the supervisor who then reviews each file. This 
insures that the cases are receiving timely attention, that administrative procedures 
prescribed for handling files are being followed and that, before the tickler is destroyed 
when a case is closed the file has been reviewed to be certain all required investigative and 
administrative procedures have been completed, 


ADVANTAGES: Si^| J believes the services of one clerical employee coui(f be”'elim‘-^ 

inated if it were not necessary to pull and replace the large volume of fies 
from the pending and closed file section on a daily basis in an office the size of Phoenix. 
Supervisory time would also be saved each day. He states the average reduction of the 
salary of oiie employee in Grade GS-4 per field office would result in an .annual savings of ; 
$406, 038. Suggester was assigned to the New York Office from 1961 until 1963' and a system 
as'outHned was used having been designed for personal use out of necessity due to the ferge 
volume of work and limited amount of time for "pulling" ticklers. The system was totally 
effective according to the suggests* 
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Memorandum! 

Re: File Reviews 


to Mr. Jenkins 


b6 

b7C 


Su ggestion 106-74 Submitte d By 
SA 


Phoenix Office 


OBSERVATIONS: Administrative Division advised this proposal did not affect its operations 

so no recommendation was being made. 

Intelligence Division proposed a field survey be made and it deferred to the 
collective judgment of the field and the Inspection Division. 


General and Special Investigative, Inspection and Training Divisions oppose 
adoption. Though absence of a timely communication which can be posted in a file is an 
obvious indication of delinquency or deficiency, serious delinquencies, etc. , are often ! 
found and averted through timely tickler reviews. These reviews remain important in 
following and assessing the work performance of Agents. Cases requiring special super- 
visory handling are not always detected at the outset and are often recognized through the ' 
responsive eyes of a capable supervisor. With regard to the idea that by reviewing a file 
at the time a piece of mail is signed out, or when the file is closed or RUC*d, the necessity 
of calling it on tickler would be unnecessary. It is recognized that to keep files from being 
in a constant state of motion, many offices only call for the file in special circumstances. 
In some instances, the file is not immediately available and to wait for the file to review it 
and sign out mail may cause an undue delay. In reviewing closing mail or RUC mail, in 
most instances a significant number of serials are charged to the case Agent, including 
possible exhibits which may have to be returned to a contributor. As is now the case, a 
final review a few weeks after closing or RUCing a case is more desirable since by that 
time all serials and exhibits have been returned and aU action taken by the case Agent. 

The proposal that the category of cases "inactive-assigned” is unnecessary is not well 
founded. Certain cases which do not warrant investigation cat immediate reporting but 
which serve as a repository for voluminous channelized information 'should be kept 
"inactive-assigned" in more important cases in order to insure continuity and responsive 
action when called for. 


Chief Clerk’s Desk, Training Division noted a study is presently being made 
regarding the mandatory rule to pull files on closed or RUC ticklers by the Inspection 
Division which should streamline this procedure and save manpower hours. This subject 
will also be discussed at the forthcoming schools for Chief Clerks. 


RECOMMENDATION: That the suggestion not be adopted and the attached letter be 

forwarded to the suggester advising him of this fact. 
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September 5, 1973 
.PERSONAL 






0 


Federal Bureau of Iiwestigation 
Phoenix, Arizona 


b6 

b7C 


Dear 





Thanlc you for the suggestion reg^ing ctohgihg our 
present ftickler CTstem Tr hich is used in field oMces, to follow the 
stat us ofTases. Co5Mag:iratiori‘ha^bgenrafforded“ihisT>roposal~l:y^ 
thelnfereited divisions at FBI Headquarters and it has been decided 
our current sy Mem siK)uld,l}e retained because of various di^dvan- 
tages Evolved in the system as described, by yom 

Althou^ youir Idea was not adopted in this instance,. 

I appreciated haying the benefit ,of your thoughts oh this haatter. 

Sincerely yours, 

Kelle y 

Clarence M. Kelley 
Director 


MAILED 9 __ 

I SEP 6 1973 

FBI 



1 Assoc. Ofr* 
Asst. Dir,: 

Admtn. . 

Comp. S/st. ^ 
Files & Com. ^ 
Gen. fnv. -- ^ 
Went. - . . 


2 - Phoenix 


v'l* 


Inspection 

Intell. — 

Loiorotory 
Plan. & Evol. 
Spec. Inv. _ — 
Trolning - 

-egol Coun. 
ong^ Serv. - -j_ 
orr^ & Crm. 
Reseofch 
Vess Off; 
'elephone Rm. 
>lrector Sec*y , 


1 - Field personhel’filP^^ 
. 1 - SuggeMidn file 

i - Personneijiie of 


(6) (SuggeMion 106-74) 
NOTE: Based on memorandum 




. , , | to Mr. Jenki ns. 8/31/73. 

re: F.ile Reviews, Suggestion’ 106-74 Submitted By SA 
Phoenix Office, ML:rsb. 


t)V 


:YPE PNIT CD 






Employ^e^uggesUon 
l‘D.252 {Rov. 9-11-59) 




Director, FBI 
SUGGESTION 


From: (Suggester's name) 

SA(A) 


-•^1^ : 

Date 


8/15/73 


Division of Assignment 

b6 

Phoenix 

'b7C 


I. Revision of the Bureauwide procedure for calling files for review 
by supervisors in investigative cases not requiring special super- 
visory attention; also known as "running" or "pulling" ticklers, 

III. See attached. 


(Bu 




Fi^-'ss 


Current practice or rule (Include monuol citation as well as foots) 

II, See attached. 


Advmtages of suggestion and annual savings (Include' basis for estimate) 

IV, See attached. 

V, See attached. 


Disadvantages of suggestion 

^ There are none known. 



(The use by the Unite'd States of my suggestion shall not form the bas 
assigns upon the United States. 1 understand that I will bo considered 
within two years after submission.) 

1^1 Mr . ImnH Mrs. LmhImIss 


^ • 

„ Slgoatu^e • 


Recommendations and comments of Division Head Current Systeill A 

Recommended system has .many defects; thu^ 
recommended. ' ( ) 







rcuJ? ' 

EaUl J. Mohr and Tltlei:>Pe9^a 
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III, Instead of present procedure:s, the following is recommended. 

In order to prepare the monthly administrative report 
submitted by each field office, a determination is made 
of what investigative cases within each office have not 
be,en posted in the last ^5 days through the reporting of 
substantive results of investigation, thus arriving at the 
number of cases delinquent and rate of delinquency by 
classification of case.’ By listing of the numbers of the 
files which have been determined to be delinquent, each 
supervisor can be aware of the cases for which he is 
responsible fhat appear to heed special supervisory atten~ 
tion. By reviewing* these files, each* supervisor can then 
take remedial action where necessary to bring these investiga- 
tive matters td current status or determine the reason for 
thdir delinquency in instances where it> is unavoidable 
because of uncontrollable circumstances. If the listing 
so arrived at for the month is posted to a schedule 
showing the cases so listed in the prior months, it 
will be obvious which files, if any, are ap^aring on the 
list of delinquency more than once, it would be evident 
that these matters must receive extra. Supervispry review, 

* This method of review would* achieve the first of thp 

three purposes of the tickler system currently being used 
by most supervisors, i.e., the timely 'handling of investiga- 
tion.. - * , , ' 

There are, of course, cases requiring speOial su^e revisory 
. attention; fpr instance., applicant-type matters having dead- 
’ lines. Ticklers would 'be set on matters* of this type as they 
are now ,set oh matters being handled under the administrative 
tickler system. 

There are occasions when the supervisor would,, for 
instance > want to* review all cases of a particular Age.nt 
on a regular basis and this can easily be accomplished by 
an administrative tickler directing the clerical employee _ 
who maintains the assignment card box to pull all the cases 
of that particular Agent based on the assignment cards 
instead of the tickler cards. 

There ate some categories of files which are reviewed 
for more detailed purposes than the bulk of the matters 
being handled by a particular supervisor, , In this category 
would be informant files which have special reporting and 
administrative controls. It would seem propitious to 
maintain a tickler system for files of that type, which are 
limited in number as compared to the bulk of files being 
handled in any office. 


2 
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The proper compliance with administrative pj:oc,edures 
can\be readily determined on .a* regular basis when any 
particular file id hahdled' by the supervisor when current 
communidatibns are received dr ,^ent since almost without 
exception the file is presented to the supervisor along 
with the communication, ^ be certain a file is i;eviewed 
before it is closed opt, the clerk entering the closing 
serial into the file heed only- route the- file to the = . 
supervisor along with* the original assignment card which 
is scheduled for destruction. When siiperyisbr is satisfied 
^ with .condition of file he can destroy assignment chrd 'and 
’ send. file' -to closed- .file .section i 

In instances where a case Is made "inactive," it can ■* 
also be declared "unassigned" and the orij^inal assignment 
card, then filed as. an administrative tickler and pulled 
on the appropriate date for consideration for being made 
active and assigned for handling, it seems that the 
category of "inapt iyeJ-assigned" is unnecessary i. 


li. Presently, when a case is opened and an 'assignment card 

prepared, the yellow copy of the three, piece set is filed 
by date in an index box under Control of the supervisor 
(Manual of Buies and Reguiatiohsj Part 2, Section 3, 

Page 17):, "vOne tickler card is required^ fCr each case. 

The file for the case is pulled by the chief clerk and 
reviewed hy the supervisor oh the day for which the; 

, tickler card has been set. If the case must be followed 
on more than one day, the tickler card must be set for. the 
earliest day. Closed. and referred-hpoh-cbmpletion files " > 
must be pulled on tickler and personally .checked by 
supervisor, . The extent of .actual review of closed files 
^ and referred-uponTCompletion files is optional, but the . . 

supervisor actuallj^; ‘must see each file prior to .destroying 
, the,- tickler,- Each 'super visor ’-must, assume*’ full responsibility 
for the status and existence of^ each file," 

Routinely oh a daily basis these ticklers. are removed 
from the box and forwarded to the phief clerk *S office 
to have files pulled and -delivered to, a supervisor who 
then reviews each file. 

The purposes of the review pf files by the supervisor 
are to /assure that cases are, receiving; timely attention, . 
that administrative procedures prescribed for handling 
files are being followed and that before the tickler is 
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destroyed when a case is closed the file has been reviewed 
to be certain all required investigative and administrative 
procedures have been completed. 


IV. As an estimate based on observations of the employees who 
accumulate the files for delivery, to the supervisors 
during the night shift operations, it is expected that 
the services of one clerical employee couid be eliminated 
if it were not necessary to pull and replace this large 
yplume of files from the pending and clpsed file sections 
on a- daily basis in ah office the size of Phoenix. 
Depending upon the volume of individual cases on each 
desk, it is estimated that supervisory time which could 
be saved could amount to more than an hour per day 
per supervisor in an office the size of Phoenix.', 


The average reduction of the salary of one employee 
in Grade 4 per field office would result in an annual 
savings of $406,038.00. There does hot, appear to be 
any .method by which the value of the supervisory time 
can be determined. 


y. The author of this suggestion was a supervisor in the 

New York Office from the Spring, of 1961 until November, 
1963 . During this time the cases supervised numbered 
regularly between 800 and 1100. A system was utilized 
as outlined above, having been designed for personal 
use out of necessity due to the large volume of work, 
and limit of time for ••pulling" ticklers. The system 
was totally effective and there, was never any criticism 
of the administrative control pf cases so supervised 
during any of the 3 or 4 inspections of {that office at 
that time. 
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UNITED STATES GOWERNMENT 

Memorandum 

TO : Mr, 

-OM : p. V. 


0 


DATE: 8/8/73 


SUBJECT: 



GS-6, Filing Unit 

Files and Communications Division 

EOD 8/7/61 

STREAMLINING COMMITTEE SUGGESTION 




b7r 

/ nlngi'ibij 



L«9oI CounJ 

fCZ 

Ceng. Serv. 

* 

Corr.&Crm. 


ResaorcK .. 


Pra** Off. _ 


Talaphona Rffi. 

Director Sac* 

y 


[ 


, J has suggested through the. Streamlining 

Committee that^jpUegular*' type o f requests-fori^iles he__. 
eliminated. Presently7“"tHere are imree types of file re- 
quests'‘“^^pecial, Next Delivery, and Regular, These cate- 
gories are used to signify the method of handling, depending 
upon the urgency of the file requests. 

She indicated the advantages would he as follows; 
(1) Faster service due to less time spent on sorting two 
types of requests as opposed to the current three categories 
of requests. (2) Less problems with production records and 
assignments in pulling files in the sub-units since it would 
involve two instead of three categories and (3) A savings in 
employee time and salary based on elimination of pre-stamping 
serial markers, to differentiatfe between the ’’Next Delivery” 
and ’’Regular” requests. 



Inquiry has determined that pre-printed serial marke 
are ordered in pink and white colors • The pink marker is us 
to signify ’’Special” and the white marker is used to specify 
either ’’Next Delivery” or ’’Regular,” Differentiation is made 
between the latter two by pre-stamping either *’ND” for ’’Next 
Delivery” or ?’Reg” for ’’Regular, ’f^lowg with the current date. 

In order to pre-stamp the white ^^r^l^raarker, it has been 
necessary to rent a Tickometer machine at a quarterly rental 
rate of $135,00, Additionally, it requires one GS-3 employee 
approximately one quarter time to operate the machine to pre- 
stamp these white serial markers, which, based on the annual 
salary of a GS-3 costs approximately $1,532 annually. ^ . r 

^tC'2.9 ^ ^ <=s^ O * 

Since these serial markers are pre -stamped with the 
date, there occasionally exists a surplus'^ ^he,»ppd of the 
day, which are destroyed, thus resulting in some wa§TEbffulpess. 

(CONTINUED - 0VER) 


JEBzncf 

( 6 ) 
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SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE THREE 
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Memorandum 

RE: 


P. F. 0*Conneli to Mr* Marshall 
STREAMLINING COMMITTEE "SUGGESTION 


b6 

b7C 


• - ' ■ . f * s - . , 

The .strRnfni i ning no mmi i gj hf the unanimous 

opinion that the suggestion of. 1 lh as considerable 

merit, based on the verified advantages' previously listed. 

In addition, the Bureau wo^id ^realize an estimated annual 
savings of $2,072, if the rent'al’.ofythe Tickometer is dis-. 
continued and the prerstamping of white serial markers is 
eliminated. It was agreed, .h6weyer,\ that serial markers 
would continue to be date stamped but this would be done on a 
"need" basis by the respective siibrunits, eliminating the waste- 
fuiness of destroying pre-s tamped .markers at the end of each 
day. 


It is noted that discontinuance of "Regular" requests 
has3 been; considered in the past' and was, not given favorable 
consideration since it was felt that there should be a lesser 
priority, such as "Regular," if the volume of work got ex- 
tremely heavy necessitating th^ priorities, be established. 

This is not now considered an overriding factor since the 
charge-outs for all requested' files bear a time stamp and can 
be pulled in time sequence, should these rare occasions arise,. 
In this regard, only approximately fifteen per cent of all. file 
requests are in the "Regular" category and these can be readily 
absorbed into the "Next Delivery" category, thus insuring eyen 
better service on file requests. 

No manual revisions are necessary. 


RECOMMENDATIONS ; 

(1) That employee *s suggestion be adopted. 


(2) That rental of Tickometer in the Files and Communi- 

cations Diyision be discontinued upon termination of current 
rental peripd pn 8/31/73, If apprpyed, to be handled, .by 
Administrative Division, 


- 2 - 

(CONTINUED - OVER) 
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Memorandum p. p- n»ror»nf>ii to Mr, Marshall * b7c 

RE: 1 

StAeAMLIIING QOmiTTEE SUGGESTION 


, ^ ^ 

RECOMMENDATIONS: (Continued). " ‘ ^ 

■ Minna - , C } f_ _ ^ 

(3) That this memorandum be referred to the Suggestion 

Desk,. Training Division^ f or appropriate acknowledgment to 
employee and if approved, that she be granted an award comment 
surate with, the aimual savings that )^rillV accrue a^ a result of 
this •suggestion.,'- 'f ^ . i 





ADDENDUM OF. THE TRAINING DIVISION,^ ML:Isk^8/10/73 


T.-1eW «/l 


Training Division agrees with Files and Comniun icatibns Division. that this 
is a worthwhile idea which should be approved due. to the obvious advantages to be ' 
realized from the proposed procedure. Based on 2 hours per day (252 working 
days a year) of a GS-3 fcleik at $2. 95 per hour, the, sayings in employee tinie 
would amount to $1, 486. 80. This amount added to the $540 which will be’ saved 
in.rental money makes a total annual savihgl^ of $2, ,026. 80. Based on this amount, 
the suggestef can be granted an incentive award of $155. This is in line with the 
current scale for such awards. 


RECOMMENDATIONS: 


(1) That the suggestion be adopted and the suggester be 
granted an award of $ 155 to be; handled by the 


Commendation, Supervisory Approval and Special Action Unit,, Administrative 
Division. 




ft/ 





(2) On approval, this memorandum with addendum will 
serve as the authority for the AdministrativaDivision to terminatethe^rehtal of 
the"^ickojmeter in the' Files and- Communications Division upon termination of 


current rental period on 8/31/73. 



3 ^ - 

















,« oniONAi foitM NO. 10 

MAY lf«l IDiriON 
^ OSA-«[H. ftto. NO. 37 


UNITED STATES C^^RNMENT 

Memorandum 


TO f i Callahan 
from, : T. J. Jenkins 

subjectT^^dSeniSTRATIOH^OEL 

Tt DESTRUCTION OP COPIES 6 f SERIALS 

... — - | „ , rt |,| '"Hi iWV .>^ .^.r, - 


4 >¥ 


o 


h'lej. 


8 


DATE; October 9, 1973 


F 


J- 


Assoc. Oir. 
Asst. Dir.: 
Admin. 


Comp. Syst. _ 
Ext. Affairs^ 
FiUs <8> Com. 
Gsn. Inv. 
Idsnt. 



Logoi Coun. 
Tolephono Rm. 
Director Soe'y . 


Existing procedures provide for the destruction of copies 
of serials when files are closed or referred upon completion to the 
office of origin (RUC) . The Manual of Rules and Regulations also 
provides for the consolidation of files within six months after closing 
or RUC . 


Certain chief clerks who were in attendance at recent 
training programs requested that the .above two functions be handled 
within the same time period. These employees advised that in many 
instances, particularly in those field offices which have an above- 


\ u 




NNj 


average number of resident agencies, serials are properly charged 
out at the time the file is closed or RUC, and^ therefore, copies of 
serials cannot be destroyed in compliance with present rules. The 


chief clerks stated this practice is unworkable and it results in ^ 


a considerable amount of time being spent locating material which is\^ 
charged out at the time of closing or RUC. These employees believe ^ 
that if the rule relating to the destruction of copies of serials was 
changed from the time of closing or RUC to within six months of the 
change of status, which would be consistent with the consolitobion 
rule, there would be a* more efficient operation and a saving^ in^ 
manpower time. X ■ 

The Training Division can foresee no real disadv^ita^s 
to the above proposal. In fact, this proposal would be flexible 
enough to satisfy the intent of these certain offices and yet allow 
for the ipmediate destruc^on of this material in those other offices 
desiring to do so. 


RECOMMENDATIONS : 



H 


M 

in 

o 

o 

B 

b 

o 




JSf 


1. That approval be given to the destruction of copies 
of serials withi^^slx months after date of closing or RUC. 

BC 15 SDRB 


Enclosure | * 

1 - Mr^. .Jacobson . 

1 - Mr. MarshaimV^V 

1 -f 


^5) 


A 


«>«0CT241W 







CCON'FT-NKBEBKs-TJVSl^ 




OCi 18 7973 


ALL INFOR^'-^ATIOr.' CONTAINED 
HEREr: n u.icir j:fi£d ^ 







6 


4 


Memorandum T . J;. Jenkins to Mr . .Callahan 
Re:, Administration of. Files 

Destruction of Copies of Serials 


RECOMMENDATIONS :■ CContinued) 

2. if approved , that the attached -revision be incorpo 
rated in the Manual of Rules, and Regulations i 
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October 9 , 1973 


PROPOSED CHMIGB IH 
iHANUAIi OF RUIiES AND REGDIiATIONS 


Part II, Section 3D6, item 6a, Page 11c, should be 
revised to read as follows: 

6. Destruction of copies of serials 

Copies of serials in all jclassifications must be 
destroyed within six months after files have. been closed 
or referred the office o^ origin^ ^ 

Einployee destroying ^ on top serial of 

the file- ^'file stripped” and place employee’s initials 
and date, The employee will thus certify that up to 
that point in the file all copies^ not other\/ise account^r 
;Cd for have, been destroyed. Serials may be duplicated 
if needed subsequent to date of destruction. When copies 
of serials are duplicated, the date and number of copies 
must be set forth on the original. 





Assoc. Dir. ■ ■ 
Asst. Dir.: 

Adjnin. - 

Cemp- — 

AKrtlr* _ L 

Fllos & Com., -- 
'G«n. Inv. ■ 

' Inspection - ■ - ^ 

^ Intell. ■- 

' Loborotory 
PIflfi. & Evol. 
Spse.'lnv. - 
TjroTnIng - - - - _ 
Logof Coun-i --- „■ ■ - 
^ Telephone /Im. 

^ Director Soc.'y>!^ 








MAIIi ROOM^^ TELETYPE UNIT CD iMISS! 
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November 5, 1973 
PERSONAL 


Com^'. S/st^ M 
•^xt^'Affoirs 
Flf«s &}Com 
Gen. Inv. 
Ident. 
hepectlon 
Intiil 


Lbborotery ... 
Plon* & Evbil 
Spec. Inv. 
Trotnlng 
Legal Coun 
Telephone Rm. L 
Director Sec*y 


Federal Bureau of Investigationi 
Washington, D; C. 


Dean 


J haye received your raggestion re^rding ^ ^ethod 
for use when.^ew is bein6L chan feedJbitO- an ;e :d^ting L It is 
a pleasure for i]^e tp advise yoii ttis proposal is bei^ adopt^ and 
steps udil be taken to placjB it ihto^ • ^ 

.V The interest and initiative you displayed in brining 
tMs matter to my attention are indeed-appreciated;. 




MAILED 9 ; 

NOV 5 W<3 


SiAcerely yours, 
. ^ .:A1, Kelley , 


Clarence Ml Kelley 
- bir^tor 





bo 
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1 - Mr. .^rshall — : 

- Personhel file; of 

L: rsbjli^ ^ 

(5) (Suggestion 295-74) 

NOTE: Ba sed on memorandum^ P; F. O’Connell to Mr. Marshall, 10/31/73, 
re: I Istreamlihing'Committee Suggestion, JEB:ncf, 




^ Ph^pproval, this letter will serve' as authority for the Files 
and Commuhi^t'ions Division to place the proposed ’procedure into' effect. 

^ 
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UNITED STATES Ga^RNMENT 

Memorandum 






Assoc. Dlr«, 
Asst. Dir.; 
Admin. _ 


TO 


= Hr, Ha 
FROM : p. F. 0* Connell^ 
SUBJECT: ' 


DATE: 10/34/73 


b6 

b7C 


Comp. Sjr St. _ 
Ext. Affairs M 
Files & Com. 
Gen. Inv. -- — 
Ident. - 
Inspection 
Intell. ■ 


GS-6, Filing Unit ^ 

Files and Communications Division Csi. ^ 

EOD 6/19/61 /-/ 

STREAMLINING COMMITTEE SUGGESTION 


Loborotory .. 
Plan. & Evol. 
Spec. Inv. ■ 
Training -- — 
Legal Coun. ... 
Telephone Rm. 





Through the Stream lining Committ ee in the Files 


and Communications Division, 


has suggested that 



when Consolidation Unit^changes a new file into an existing file 
that they charge; 'but the n’^w file, even though there are no 
serials located therein; that the new file front then be used 
to show into which, existing file the change has been effected. 
She indicated that this would preclude inadvertent filing of 
the "changed-to" file cover while still leaving an empty file 
folder in the drawer, - 

Inquiry by the Streamlining Committee disclosed 
that when a new file is opened in error, Consolidation Unit 
usually has the opening serial of the. new file for the purpose 
of consolidation into an existing file. Under present pro- 
cedure, Consolidation Unit handles the necessary consolidation 
and sends a "changed-i:o** file front for substitution for the 
empty file folder, Since^he file folder of the new case has 
not been charged out,^l5beJ^*changed to" file cover is fr efl.uently 
being filed and the e^^y jacket is not pulled. ^ 

.-s-se 2 ^ - .2 5 / 7 

Based on analysis#, the Streamlining Committee ^^*''of ^ 
the unanimous opinion that Consolidation Unit employees -should 
charge out the new file jacket and use the file front for 
effecting the necessary change and thereafter forward the file 
front to the Filing Unit, Thereafter, the "changed to" file 
front can be substituted for the existing charge out in place of 
the previously retained file jacket.. This procedure would pre- 
clude dual filings of "changed-to'^ file cbveir.and file folder 
upon which consolidation has been "handled. Additionally, it 
would result in some savings of use and preparation of "changed 
to" file fronts to be substituted for the consolidated file, 

JEB:ncf 

( 6 ) 

(CONTINUED - OVER) 
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Memorandum P. F. 
RE; 


0*Connell<:to Mr, Marshall 


Streamlining Committee Suggestion 


RECOMMENDATIONS ; 

(1) That employee’s suggestion be adopted. 



(2) Refer to Suggestion Desk, Training Division 

for appropriate acknowledgment to employee. 



b6 
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AUr H42 tOITION 4 
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UNITED STATES GI^^NMENT 

Memorandum 


TO : 

Mr 

FROM : 

P. 

SUBJECT:! 



V 


DATE; 10/11/73 






“Y 


GS-3, Filing Unit 
Files and Communications Division 
EOD 5/1/73 

STREAMLINING COMMITTEE SUGGESTION 



O 

Through the St reamlining Co mmittee in the Files, and 


Laboratory ...p... 
Plon. & Evol. ... 

$poc. Inv. 

TroInTng 
Logoi Covn. - 
Tolopbono Rm. — 
Director See*/ - 



Communications Division, 
f r onts_and_lile b acks^ be 



has suggested that 

retaineo Tor reus e when file jrfSterial 

as'^een destroyed ~af^r laeing Inicrof^ Regarding file 

fronts, employee suggested that previously stamped classification 
and file numbers be blocked out with a fast drying ink or 
covered with a gummed label prior to their reuse. 

Inquiry by the Streamlining Committee has disclosed 
that new file fronts cost $59 per thousand and that file backs 
cost $29,30 per thousand. At the present time, the Filing 
Unit is microfilming several thousand files per week and new 
cases requiring the use of both a file front and file back 
are being opened at the approximate rate of 3,000 per week. 

Based on, salvage, there would be sufficient fronts and backs 
reclaimed to preclude use of new stock. 

An analysis of the proposed suggestion discloses 
that -use of ink to block out a prior classification and file 
number ori'^file fronts results in an unsightly appearance. 

With; 'regard to gummed labels, there is a strong possibility 
that they^Vould peel or be torn off when pulling and refiling 
files thu§. resurjting in some misfiled files. Additionally, 
the saving's' involved would not justify the salary expense 
and employee time in handling this operation regardless of 
which method was adopted. However, the Streamlining Committee 
is unanimous in its opinion that all file backs in good con- 
dition be salvaged for future use when opening new case files 
and handling f ile'-:repair . 

\ ■" ,FC' 4 a 

EX-lllll 



JEB:ncf 
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5 NOV r 1973 


SEE ADDENDUM OF TRABSflNG DmSiOlSrOirFAtnrS. 

(CONTINUED - OVER) * 
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Memorandum P. F. O’Connell to Mr, Marshall 

RE:, I 1 

Streamlining Committee Suggestion 


Based on survey figures, it is estimated that 
approximately 156,000 new file backs are used by this 
Division each year. At a cost of $29.30 per thousand, ani* 
annual savings of $4,570,80 would result based on reuse of 
salvaged file backs in lieu of new file backs. 


RECOMMENDATIONS ; 

(1) That employee *s suggestion be adopted in part with 

reference to salvaging file backs only and not with regard to 
file covers. 


(2) Refer to Suggestion Desk, Training Division, for 

appropriate acknowledgment to employee. If approved, that 
he be granted an award commensurate with the annual savings 
that will accrue as a result of this suggestion. 


(3) If approved, that Files and Communications Division 

implement salvage procedures regarding reclaimable file backs. 







0 


ADDENDUM OF TRAINING DIVISION, 


0 



In view of the favorable comment by Files and Cdmmnications 
Division and the economy to be achieved^ Training Division agrees the 
suggestion, as modified by that division to apply only to the salvage of 
serviceable file backs should be adopted. 

Based on the anticipated first-year saving of $4, 570. 80, 
the suggester could be granted an incentive award of $280 which is in line 
with the accepted scale for such awards. 

RECOMMENDATIONS : (1) That the modified suggestion be adopted and the 

suggester be granted an incentive award of $280 
to be handled by the Commendation, Supervisory Approval and Special Action 
Unit, Administrative Division, in lieu of other acknowlec^ment. . 

(2) On approval, this memorandum with addendum 
will authorize Files and Conimunications Division 
to place the modified procedure into effect. , 

8 / 
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United states 

Memorandum 


ERNMENT 


o 


TO 


: llr. 

FROM : p. F. O’Connell (r 


DATE: 10/23/73 


b6 

b7C 


SUBJECT; 






Ub-3, Fiiing^/^nit 
Files and Communications Division 
EOD S/l/lZ 

STREAMLINING COMMITTEE SUGGESTION 



Loborot^ 
Plon.i^vol\ 
Spec.^v. . 
Trolnln^ 
Legal Coun.^ 
Telephone I 
Director Secy . 


^ Employee, through the Streamlining Committee in the 

E^les and Communications Division, has suggested that'^ w hen 
pulling a (file) request and the request does not involve el 
specif ic^erxal then the?>j ^rial marker, should be placed below 
the f ir_a .t ^.erial in the file . He^ point ed”^»uF^Bbrat in the 
case of nonserial requaesTsT^the serial marker is presently 
attached to the file front by use of paper clips. Employee 
felt his suggested procedure would be a time-saving factor. 

Inquiry by the Streamlining Committee disclosed 
that the serial marker is presently used to mark a specific 
serial involving an individual (reference) other than the 
subject of the investigation; that a serial marker is attached 
to the file front in those instances involving a nonserial 
.request, indicating that the requesting employee is in-^rested 
in the subject matter of the case file. 



An analysis of the proposed suggestion indicates 
that confusion could arise in the variation of current 
procedures since a serial marker placed within the file will 
refer the file requester to a specific serial, whereat if the 
serial marker is affixed to the front cover, the file requester 
is placed on notice that this is a main file involving his 
subject. The committee feels that the projected time-saving 
factor voiced by the employee is a questionable feature since 
either process is of minimal duration. In, view of the fore- 
going, the Streamlining Committee is opposed- 'Vo. the, .adoption 
of employee’s suggestion. 


/M - Personnel file of 
JEB:ncf 
( 6 ) 
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Memorandum P. F. O^Connell to Mr, Marshall 
RE: I 

Streamlining Committee Suggestion 


Employee has been thanked for his suggestion and 
has been advised it was not adopted. In view of this, it 
does not appear necessary to advise him by letter of action 
taken. 


RECOMMENDATION: 


Forward to Suggestion Desk, Training Division, 



ADDENDUM OF THE TRAINING DIVISION, ^ML:rsb, 10/24/73 




Due to the foregoing comments of the Files and Communications 
Division and the action which has been taken regarding this idea, the Training 
Division is listing it for statistical purposes only. 


RECOMMENDATION: 

suggestion. 


That the suggestion not be adopted and that a letter 
not be forwarded to the suggester regarding this 
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UNITEK) states' 


Q VERNMENT 

i ’ 

Memorandum 


G? 


TO 

Mr, Mar^^-l 

DATE: 10/24/73 


FROM : 

1 

P. F. 0*Connei:pK> 

V 

b6 

b7C 

.SUBJECT: 





Assoc. Dir. 
Asst. Dir.; 
AJfflIn. - — 
Comp. $yst. _ 

Ext. Affolrs _ 
Files & Cora. 
Gen. Inv. 
Ident. ____ 
Inspectiun 
Intell. 


Loboralory 

& Evol. 
Inv. __ 

L«oal Court. . 
Telephone Rm. 
Director Scc'y . 



Q: 


GS~5, Filing Unit 
Files and Communications Division 
EOD 7/7/69 

STREAMLINING COMMITTEE SUGGESTION 

■ Employee, through the Streamlining Committee in the 
l ^les and Communications Division, has suggested that charged-out 
serials be transferred, (similar to the present system of 
transferring files) when sent from the supervisor who initially 
requested the serial to another supervisor at FBCHQ. Employee 
advised that implementation of his suggestion would curtail 
serial locates and would result in a saving of employee time. 

Inquiry by the Streamlining Committee disclosed 
that all files are transferred v/hen transniitted by the 
requesting supervisor to another supervisor at FB^QHQ. However, 
no record is maintained when charged-out serials are transmitted 
from one supervisor to ^another. 

The Streamlining Committee has determined that there 
are relatively few charged-out serials transmitted from one 
supervisor to another j when compared to file transmittals. 

File transfers can easily be added to the existing char.geout., 
whereas notations concerning serial transfers would have to 
be recorded on the serial removal form within the file. 

In some instances the file may be charged out and it would 
have :to be placed on locate so that the notation could be 
made on the serial removal form or else a separate list 
maintained so the notation could be made following return of 
.the file. It is estimated that more employee time would be 
consumed in trying to iceep serial transfers up- to date than 
would be spent on nontransf erred serial locates. Therefore, 
the Streamlining Committee is 'unanimously opposed to* the 
adoption of employee’s suggestion. / . ^ 

has been thanked for this suggestion and 
has been advised it was not adopted. In view do' 

not appear necessary to advise bim by iet1:er of action 
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Memorandum P. F. O’Connell to Mr. Marshall 
RE; ■ [ 


bb 

b7C 


■2- ' Streamlining Committee Suggestion 


i- I - t \J 

RECOmiENDATION: 


V~^ — T Forward to Suggestion , Desk, Training Division. 
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ADDENDUM OF TRAINING DIVISION, ^‘^L:rsb, 10/29/73: 


sj 


J. ^.S.C'S 


seriaif k.-, trD.ue.to the action taken by the Files and Communications 
^Division,; Training Division is listing this idea for statistical purposes only. 

re<~vrst'' */' . ' ' . > 

RECOMMENDATION : That the suggestion not be adopted and a letter not 

' be prepared to the suggester in this instance. 
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OfTIONAl rOltM NO. 10 
im tOITION 
C$A CIH. MO. NO. 27 


P 

;wE 


MIO-IO. 


TO 


FROM 


SUBJECT: 


/!// 


UNITED STATES GOVERNMENT 

Memorandum 

Mr. 

P, F. O’Connelil^Y'^ 


0 




Asscc. Oir. , 
Asst. Dir.: 
A<Jmin. 


DATE: 10/25/73 


_b6 

b7C 


Comp. Syst. ■ ■— 

Ext. Affairs ___ 
Pilas & Com. __ 
Gen. Inv. 

Wont. 

Inspection 
Intell. ■■ ■ 


GS-3, Filing Unit 

Files and Communications Division 

EOD 8/7/73 

STREAMLINING COMMITTEE SUGGESTION 


Loboratory __ 
Plan. & Evol. _ 
Spec. Inv. 
Trafnln9 _ 
Leyol Coun. 
Telephone Rm. 
Director See*y j — 


O. 


Through the Streamlining Committee in the Files 
and Communications Division^ employee has suggested that 
the Filing Unit compile jarr Cxst oi those files which hav.e 
been re mo ved fr om, the regular, fila ^S-ejaueoc e . such as 
microfilmed files, special files maintained in specific 
office s, and thos e files maintained in the Special File 
Room. 


X 


feels that such h list would result in 
a saving in employee time since ajn employee could look 
at the list without physically checking a file cabinet to 
determine whether a particular file was available. / 

Inquiry by the Streamlining Committee disclosed \d 

that many permanent charge-outs are maintained in the regul^' 
file sequence showing where a particular file is presently 
being retained, such as the Special File Room or other 
location, noting that the Intelligence Division maintains 
a number of files within their Division. It was also 
determined that there is a constant turnover in the files^ 
being removed and replaced in the regular file sequence. 

Therefore, a list of locations compiled one day would be 
completely obsolete the next day. The constant up-rdating. 
of such a list would be an enormous task which woul-d re — r- 
quire constant rechecking of the permanent charge-dlits to 
determine whether a particular fiTd’-ihas bjeenvireturned to^. 
regular file sequence. It is the opinion of 'tlSe Streamlining 
Committee that to prepare and maintain g^j^i^rent listing of 
files removed or returned to re^fllarl f ile^s'e.quence would ^ 
require more time and manpower than is ^res'enH^Ty being ex- 
pended on physically checking a file/ cabinet for the location 
of a particular file. Based on the foregoing, the Stream- 
lining Committee is unanimously opposed to the adoption of 



employee’s suggestion. 


JEB:ncf 
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Memorandum P. F. 0*Connell to Mr. Marshall 
RE : I 1 

Streamlining Committee Suggestion 


Employee has been thanked for his suggestion and 
has been advised it was not adopted. In view of this, it 
does not appear necessary to advise him by letter of action 
taken. 


RECOMMENDATION ; 

, Forv/ard to Suggestion Desk, Training Division. 


ir 

' ^ ^ 

ADDENDUM OF THE TRAINING DIVISION/^L:rsb. 10/29/75L 


Diie to the disadvantages involved in the proposed 
procedure as set forth by the '■Files and Coriimunications Division and 
the fact that the suggester has been orally thanked for his idea, the 
Training Division is listing the proposal for statistical purposes only. 


RECOMMENDATIDN: That the suggestion not be adopted and a letter 

not be prepared to the suggester in this instance. 
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^ ^ OfTIONAl »OUA NO. 10 

MAY I >42 fOinOH »•> 
0$A CIH. HO, NO. 27 


UNITED STATES; 


^^ 1 ^ 2010-104 

C^ERNMENT 


Memorandum 



GS-5, Filing Unit 

Files and Communications Division 

EOD 3/2/70 

/l^ STREAMLINING COMMITTEE SUGGESTION 





DATE: 10/25/73 


bo 

b7C 


o 


A*soe« Dir. - 

Asst. Oir.s 

Admin. _ _ 

Cemp. Syst. . 

Ext. Affoirs 
FiUs & Com. — 
Gen. Inv. ■ 

Ident. _ 

Inspection - - -- 

Intell 

Loborotory - - - 
Plan. & Evol. _ 
Spec. Inv. _i__ 
Training ■ 

Legol 

Telephone Rm. 
Director Sec'y — 


Through the Streamlining Committee in the Files 
and Communications Divisionj^^rnffloyee has suggested that a 
daily list i ng->be->made.>£EL all/i files being returned to . the 
Filing Unit f or .. resiling and that a complete recheck be made 
o5~ali refiled files to insure none of the returned files have 
been misfiled. Employee feels that this would be an eventual 1 

time saving procedure since it would serve to eliminate mis- 
files and ultimately xeduce file locates, \ 


Analysis by the Streamlining Committee indicates 
that to implement employee’s suggestion would necessitate 
doubling the woJt^k force with regard to refiling files, ba’sed 
on a complete recheck of an employee’s work. It is felt^that. 
each employee is receiving sufficient training that a- complete^ 
recheck for/ misfiles would be a waste of manpower, and tliat 
no employee’s work should be completely rechecked ifeless 'ithe 
employee is in training or experiencing problems. Irnyfew of 
the foregoing, the Streamlining Committee is opposed to the 
adoption of employee’s suggestion. 



|has been thanked for his suggestion 

and has been advised it was not adopted. In view of this, 
it does not- appear necessary to advise him by letter of action 
taken. 


RECOMMENDATION; 


aw 





Forward to Suggestion Desk,' Training Division. 


I 
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ADDENDUM OF THE TRAINING DIVISION, MLtrsb, 10/29/73; 


Due to the observations of the Files and Comniunications 
Division arid the action taken by it, Training Division is listing this 
proposal for statistical purposes only. 

RECOMMENDATION : That the suggestion not be adopted and a letter not 

be prepared to the suggester in this instance. 
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y REG- 15' I 


December 1&, ,i973 
PjBRSONAIi' 



f'edei^al Bureau of Jtoye^gatiqn 
Okklioma CityJ pi^ho^a^^ . 


Bear 


' 1 have received your^ suggestion tlaat;tke abbreviati o.n: 

for eaclL fieldoffieeb&lM eCQiL&d^sldejol^^^ Asa. 

Smtter of interest Jto ydUj ^e same prdj^sal lias considered t 
prevtouily and it ttos decided fiie e^pnse involved ^s iinwrranted 
especla^^ our e:^Mii^ regulations are *adeqimte in this, regard. 

” r ' ‘ 

" Vie thou^tfuihess ■^hich prompted you' to ^Mbmit your 
idea to me;is jtode^a)^^ * 


_ ''MAILEDH- 

‘ pt;GI?019P 


Bihcereiy;'yours, : 

Kelle^ 

Ciafenceil. ‘Kelley 
Birector . 


2 - 6ldahoma ,City Manual of :Mes and Re^tion^^^ 

1 B.ield jjeirsonnel file Sectidn'3, page 7a, > provides for entering file 
4 - Sug^esiioh file « numbers of . alraiiaryp/||ie| in 1^^^ 

the inside off lie, coyersi ^ ‘ " f 

' . 1, POrsoiineL iile of SA [ . 

WER:.rsb/y>W ■ ^ IS tISps ' 

«..A(fou.^ ‘ y (0) (Sugficestioh 434-74) ^ 


me insioe ormeeoyers^ : , , • ;r 'p^ . 

k . 1. - P^rsoiineL iile of SAJ [ . 

Fuesicl^ (6). (Suggestton ^ ^ ^ . 

Gen, Inv- ----■’ -^- ikOTE; Suggests Wesi gnation: of each field d ffic^ (apparently si^^ster, 

vmeans preprintedf^lnside of eaciTO e soyer s o file ■numbers of 
: .i....iL : - auxiliary oHices m, a case 'inayWeiPP^MTlnereon. ' '* 

Lohorolory 

Plon. & EvnI. „ — , ' f I ' ^ (\ M%J * * ^ 'i. ' - - f ' 

^ ./ GONTINtJED - OtER 

\ Telephone Riq. rVP^ -r . ^\" t\ ~ * V •J' ' i ■ 'i 

DI,..WS,eV^^rgg|^^||TELEr^E " y .. __ ' " 






' bo 

- -b7C 


- NOTE (Continued) " * ~ / 

Same idea considered previously and not adopted/ As. cited in 
note to SAC above, preprinting, which’would increase cost of file covers^ is 
not warranted since. Manual of Rules and Regulations already prpvidesthat 

- jfile numbers of auxiliary offices in a case rnay , be entered in longhand on ^ 

- inside of file covers. ' This allows case file to show, pprtinent file numbers in* 
' convenient place for-re'ady reference, ft is seldom that all Offices wouid have 

_ -dnterestfn .a case bence, if list preprinted/ only a relatively small number = - 
-- ofbhe list Wouid be used. For .thes'e ajeasons it is, felt no furtheii actipil is, . 

- neededbnjcdrhent'suggestion. ’ ~ - 





Elhploye^'Suggestion 
FD-252 (Rev. 9-11-59) 


c2 




vX?’ 


n* O 


Date 


12/10/73 


To: 


Dlroctor, FBI 


From: (Sugqester/s name), 

SA 


SUGGESTION 


Divlsio'n.of Assignment 

Oklahoma City 


The designation of each FMd Division having so investigation be 
listed on the inside of each file cover as follows; AQ - - « 

> ^/r./ ■ ■ BA - 

r.Les . ’ ^ Etc. 

When imil is receive^ from ah auxiliary office, the file number of 
that office can be entered in the blank, making it unnecessary to 
search the: file to find the aiuciliary office*s file .m^ber when 
their communication is answered or other mail is directed to that 
office. ^ 



Current practice or rule (Include monual citation as Well, as facts) 


Advmtogos of .sugeestion and annual soVlnas (Include basis for estimate) * ' * = 

No estimate can be mhde for the amount of savings; however, -there 
will be a substantial savings in clerical time; In many instances} 
Agents do not have access to all serials in file or the’, file itself 
particularly in resident agencies ,’ and it is necessary for the 
dictabirig Agent to request the steno or clerk to. seairch the file 
for the file 'number of auxiliary offices. In voltrainpus^irles, 
this can be time consigning. <1 ' ' 



Disodvanlages of suggestion 

None. 






rec-k 


(The by the United States of.rny suggestion shall‘:hot fbrmuthe basis pt,d further’cXgim of chy natuVe'by or 

assigns upon tkie Unltod'Stdf'es. 1 understand that I'wlll'bo considered fo'r ani ‘ ' ' ' ' ^ 

within iwo ye.ars after submission.) ^ 

[^^Mr: L-Jhlrs, I I mirr _ 


7 siggg ' fB ' f ' S ' ana: rnis si sggygsTgr 


Recomraeridatlons and ,comments‘'‘of Division 'Head' ' ' 

It is felt the suggestion, of has merit and the described 

listing of the files of othery^^el^H* Divi^cras >wuld>i>e ..really - 
accessible as set forth above;; ^ 

I. recommend adoption. ^ ^ ^ ^ ^<sbfecial^Ag^tni°.«tn°(€Ha^ge. ’ 




(Do no> write, in this space -. for Bureau use onIV)V 


,,,-4 
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- JBMfa^o^ma City (1 - 66-2180) (1 - 67 








,February 19, 1974 

PEHSONAI. 



A$soe^Dir._ 
Dep. AD Adm. 
Dep, AD Inv.^ 
Asst. Dir.i 
Admin, .__ 
Comp. Syst, ^ 
Ext. Affairs 
Files & Com. « 

Goif* Inv, 
ld«nt. ... 
Inspection _ 
Intofl. 


Federal Bureau of lavesti^tiba 
Oldahoma City, pldahoma 

Dear 


Year .OTggestlbns have been received re^rding a 
method for reproducing rooting slips and a procedure for use when 
a file has been remov^ from the closed files section. After evai- 
uatiba, it has beeh decided these proposals should not be approved. 
There should be fexv occasions when a large number of copies of 
routing slips should be heeded and it is normally less expensive to 
use carbon paper for this purpose. With respect to the second 
idea, it is believed our current reguiatlons should be adhered to 
for proper accountability. 

Although favorable action was not taken in Ms 
instance, I appreciate the interest you displayed in giving me the 
benefit of your thou^ts on these matters. 


mailed 22 
FEB. 191974 

_ ■ . FBI 


Sincerely yours, 

Kelley 

Clarence M. Kelley 
Director 


yh’ r* 

1 


Laboratory ^ 
iPlon. & Ev^T, 

' Spoc. Inv 
Trolning 
Ledol Coun, 
Tolophi^ R 

DirVcto/ * 


2 - Oklahoma City „ ^ , 

1 - Field persohi&Tiil^ 

1. - Suggestion.fi le 

- ‘Personnel file oil ^ 

>j4viL:TSb^> ' — — 

^(6) ^(Suggestio:ns;5.34-7^and 541-74) 

NOTE: Suggestion 53^ -74 proposes when typing. r.o.uting..slip wliich will 
need to bcKexoxed, type a carbon and submit with original to. J 

I II ^ CONTINUED - oVeR ^ 



b6 

b7C 
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I 

S'* 
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bvPE UNIT (ZIP 







b6 

b7C. 







I I ' ^ , 

NOTE.(0pntiiiueay * „ . 

X^rdxing clerk. Two routing slips laid side by side measure 8 by 2. 1/2 
, inches, the same size as one piece of paper. - Only half the number of Xerox- 
copies win be needed. - b ' ! 

' While there would-be no objection to -the proposed practice 
should it be more ecohomical sthan using carbon paper for this purpose,, it 
IS believed -such a practice should not be encouraged. Selection' of material 
to be duplicated should- receive close* and careful., attention; It. ha e been, 
neterniined throughout field that it is cheaper to use carbon in most iiietpmes 
than to make Xerox copies. Training Division"recommends;this idea* not be 
approved. . = ’ - .. . ’ ' 

• Suggestion. 54 1- ..7 4* recommaf^ "^^n a file is- maintained. in - 
^-jdc ption p thylharr^ W 

showingjs^hjre'*^ is .jio.w:.Si cdtedr Charge outs will be used'onlyTyhen 
a closed file is removed from the shelf for brief' periods. 


. . SAC p.eBruler, Oklahoma: CiW. stated this idea has some . 

for files; howe^^^nominal number of administra. 


tiye/fil|s,,,|ac^training files maintained by police Training work are 

i category^ and placing of folders in .closed files wouldibe 
difficult to maintain as hliey could. fall under or slip jaehind; closedfile; 
hp opposed adoption. Training Division a grees ... Our cur rent regulations 
provide-for accountability of pending and closed.fiies when not in their 
prpjpetjilf^g cabinet-'hyruBe of- Form Fp75>and red 10- by 10-inch card 
when necessary. In majority of offices, ff file is permanefly retained in 
another location outside of the Chief Clerk's Office>cross-reference data is 
permanently affixed to the red IQt, b^;i0-inch card which is* filed in proper 
sequence within Chief C lerh’s Office. The’ procedureiasproposed is so 
simiiaf*' tp-our current system that .no change is warranted-.. 






Director, FBI 


SUGGESTION 





I'Jheh t 3 ^ing a routing, slip that will need to be xeroxed, 
type a carbon and submit with original to xeroxing clerk. Two' 
routing slips laid side by side* measure 8 x 10%, the same size as^ 
one piece of pa*per'. Only half the number of xerox copies* will be 
•heeded . 

^ - /)A lA 


. Current ptactloo, or rule _(Iholudo mOTual citation as woli as (acts) - • . .. . , . 

: Routing slips are centered when xeroxed> 


Advantages, oFoug^pstion and.-annual swings (include basis idr osttroatje^. 

Only half, the papelc is needed, .Out hf one piece of paper you receive 
. tw6 cppids„ ■ , isM 


P ‘ I 

e FEB ^1974. u 




[ Disadvantages of suggestion 

Typist mush make a carbon. 


(*^0 use^by the .United States'oi my .sitg^estion shall not form the basil ^ * * 

/a^sslgns.upon. the United States. 1 understand that !’ will' be considered 
two yea?s after submission.) 

Q | SF""1 ' f ' " "I 

I I iMfs, L__Jm1ss ^ ^ . - , - ^ 

- ^ ..-i- , , Slgnatute and Title* of^Suggester „ 


Recommendations and .comments of Division Head ' CLD'X' 

This suggestion has merit and can be implemented without difficulty;. 
Recommend adoption. - f •/?// /y y9 /y 


m\i -9 m 


Jureau 


2 Oklahoma City (1 - 






‘ 66-2180) 


mi 




Emj^loyeo Suggestion 
FD-2S2 (Rev. 9-11-S9) 




:A'". 


I’ Dote< 


2'/5/.74 


From; (SuQQester*8 name) 


Director, FBI 


• DiVl^iohvol^ Asslqnment 

Oklahoma tity 


SUGGESTION 


- 

ii 


I when gyfile, .is_^intaihed,,,by-.anyone«o.th^r«J:hah^^ /prop^f_di^,_a 
^il e folder he placed in closed files sh owitig wher^^tHat^ h' 

n^IntaThedl — —— ^ ^ 


Chargeouts will be used only when a .c 
shelf for brief periods 4 ^ 


:en a .closed 'file is removed %^rbnt.1:he;?^ 

' ■ ■ ' '"i; 


H-* Vi* * IJ 

'ir ^ '' 

•TV j,. 


Current practice or ruIo«(Include manual citation. as.'Woll as facts) - 

A chargeout is put in closed to show- a file was made pending. A 
chargeout is put in cohsoilidated file ;6r a file folder is placed to 
show files tnaintfllTied by SAC.*s Spdr<=>ta-»^.. WCth-i ng is^shnx^ f 

Advantages of 'suggestion and dnnual'savlngs (Include basis (or estimate) ■ ' -- 

Locate will only have to check closed files and will Tmow immediately 
■where to look next for the file. If a file Is^ribt in dosed and: ho 
folder is there, it is a pending file and. will be at, the- drum. This’ 
will become most important, when the files will also be mainta^ed 
by the Police Training Coordinator i , 1 


Time will also 'be sayed by the locatjef not having to thxamb tlifough' 
consolidated files foi:- the green chargeout to tell them- where to 

RE£-85 . 

^ ^ 1 5 £ ■ ^ = h' ...,CCp T,;* 10 : 


Disodventoges of suggestion 

The initial time spent putting folders in closed files. 
A f Cider will take up more space than a chargeout. 


(The use by the' United States' o( my suggestion shall not form the basis of a fuNher claim of any hotureby^S^^ ^ 

assigns upon the United States. I understand that I will be nnv inguftnd.nwnrd nnlvtif 1- ' | 

within two years- after submission.) , 

I .. I Mr. l^LIhlrs. L_Im 1 ss . . 

'Signature , ana xiiie^l suggester 

Recommendatfons and .comments of Division Head ThiS SUggeStiOTl haS., merit for thoSC Seaf ChiU ! 

for files. However, the nominal number of administrative files, the fa: 
at work :a« «rily in 


folders in closed files would be 

difficult to maintain as they could utt.rtipn K 

)o not, v«lte in (his space - for Bureau use oply) , _ 

fall under or slip behind closed file, -this is 
not recommended for adoption. ■ 

J-5FEB251974 ^ ^ 
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UNITED STATES"G^3rNMENT 

Memorandum 


ft 


Assoc. Dfr. — , - 
Dep. AD A4m, 
Dep. AD Inv. . 
Asst. Dir.: 
Admin. 


TO 


Mr. 

Cj ' rv? 

FROM : p, F. 0’Conneip{^ 
SUBJECT: 


DATE; 4/30/74 


b6 

b7C 


Comp. $yst. _ 
Ext. Affairs „ 
Files & Com. . 

Csn, Inv. 

fdent. 

Inspection ■ - ■ 
Intell. 




GS-3, Filing Unit 
Files and Communications Division 
EOD 6/4/73 

STREAMLINING COMMITTEE SUGGESTION 




Uoborotory . 
Plon. & Eval. , 

Spec. Inv. 

Training ■ - 

Logal Coun. 

Telephone Rm. ^ 
Director Sec*y _ 


Employee, tftrough the Streamlining Committee, has suggested 
that the more inactive^i les of the lOQ -Classification be scoped into 

consolid at ed volum es begiSnTng^ith 100-10500 andending wiT^h'’'*'" " “ 

^100-399r9Ua. ”Se*''poSted' out that if these >^ile§ />'1v^e _scoped into 
consolidated vol umes . a considerable nurabeV of cabinets could be re- 
covered for other use. It is estimated that out of a total of 591 
cabinets, approximately 280 cabinets could be emptied. 

It is recognized that this would be a saving in space; 
however, the files in the 100 Classification are used extensively 
by the File Review Unit in connection with the Name Check Program, 
Many of these files are never removed from the cabinets but .must 
be reviewed by individual reviewers. If numerous files were con- 
solidated into one volume, this could cause a pile up of reviewers 
in one specific area and would increase the number of locates whe 9 ' 
a file in a volume was charged to an Agent and another request w 
received from another Agent for another file within that volume. 

This same suggestion was considered in 1958 and found to be unf 
able at that time for the same approximate reason. With the a- 
of Files Automated Control System (FACS) , ;it would be almost 
impossible to account for the whereabouts of files at all times i 
This matter is currently being considered and at this point, 
does not seem possible to incorporate into the FACS system 

Although there are some space recovery advantages, the 
Streamlining Committee is in the opinion that the disadvantages far 
outway the advantages. In addition, they felt ‘that alter a period 
of time, the 
inactive. 



JPB:Jw;ncf 

( 6 ) 



FACS system will Identify those 

EX"116 IiEC-1 6 ^ 


files which are completely 


CONTINUED - OVER 


1974 








At the present tinae, on Archival Approval, iiles at least 25 years of age 
of the 100 Classification* are being destroyed when they'Ml within h 
specific= category. Ifc view. of these reason's,' the Stream lining Committee 
voted imariimousiy not; to adopt the foregoing suggestion, 
lias been' thanked for his 'suggestion and4t Ms'been exp^ to him. the 

reasons this suggestion, ^s hot being, recoinmended for approval at this 
time. . ^ ^ 

RECOMMENDATIONS: . - 

■ - - - ' • - - .. V ' _ , 

I. .That'thiS; suggesti^^ be’ adopted. 




2. For referral to Suggestion ®esfe> Training Division, for 
statistica! purposes. ^ ' 
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UNITED. "BTATES C^/eRNMENT 

Memorandum 


0 


Assoc. Dir. 
Dep. AD Adm 
Dop. AD Inv. 
Asst. Dir.t 
Admin. 


TO : 

Mr. M 


DATE: 7/26/74 


FROM : 

P. F. < 

□‘ConneH^j^ 


b6 

b7C 

SUBJECT: 





Comp. Syst. ^ 
Ext. Affairs 
Files & Com. 
Gen. Inv. 
ident, 
Inspection 

Intell. 


IW 


‘GS-3, Filing Unit 
Files and Communications Division 
EOD: 10/2/73 

STREAMLINING COMMITTEE SUGGESTION 


f(Le S 


Loboratory 
Plon. & Eyal. 
Speci 
Train 
Legal 
Telephone Rm, 
Director $ec*y 




Employee, through the Streamlining Committee of the Files 
and Communications Division, has suggested the old pinfc ^effml ma rker 
(sampleaJiafdlleSi rather than be thrown, away after use, be saved for 
maign gt^^ Rnd run tags (sample attached). 

A survey determined that waste stock is being used at the Tl 
present for such purposes. Box and run tags are used on an average | 
of 15 per day so it is not necessary to accumulate a large supply^ 


[suggestion is being orally acknowledged an' 

she will be advised at that time of the present procedure and it will 
not be necessary to acknowledge suggestion by letter. 

RECOMMENDATION: 




Refer to Suggestion Desk, Training Division, for statistical 



purposes. 


REC4T 


- Personnel file of 

Enclosure 
JPB:jw 
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i 1974 




SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE 2. 

5 7 AUG 6 1974 
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' ’K/rr 




addendum of the training division, ^ ML:rsb, 7/30/74: 


Due to the action taken by the Files and 
Communications Division in orally acknowledging this idea, 
the Training Division is listing it for statistbal purposes only. 


RECOMMENDATION: That, the suggestion not be adopted and a 

letter not be prepared for forwarding to 
the suggester in this instance. 
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As^stant Attbnxey Gener^ 

Office of lifigialaliyg, Affalsg, 

Attenticm; 

3 Director, FBI 


Jtme 5 , 1974 


. bo 
b7C 


SURVEY OF CURRENT AND PLANNED PRO GRA MS, 

PROJECTS, AND PLANS OF INTERES T TO THE 
C^X3MESTIC COPNCILjCOMMlT!ffi 
OF^T^CY--.' . (5> ; . 

y L l^S 

Reference is made to memorandum dated May 14, 1974, from 


Attaclied hereto is information guested. 


I ^ Enclosure 


1 - Mr. Mintz (sent direct) 

1 - Mr. Thompson (sent direct) 
1 - Mr. Campbell (sent direct) 
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Assoc. Dir. - I 

Dop. AD Adm. ^ 
D«p, AD Iny. .i,. 
Asst. OIr.: 

Admin. ■ ■- 
Comp. S/st. __ 
Ext. Affairs 

Fitos & Co<n* mmm 
Gon, Inv. 

Idont. 

Inspoctlon ~~ 

* 'intsll 

Laboratory 
Plan. & Eval. 

\ 

Traininp 

Lopxil Coun. - 

1 ToWpItorut Rat. «... 
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IDENTIFICATION DIVISIQN 
% 


The statutory regulation for the basis of maintaining records in the 
FBI Identification Division is set forth in Title 28, Section 534 XJ.S. Code; and 
Public Law 92-544, ' 


(A) Tlie name of the system; 

The FBI Identification Division. 

(B) The nature and purpose of the system; 

The nature and purpose of the system is to: (1) acquire, collect, 
classify, and preserve identification, criming identification, crime, 
and other records; and (2) exchange these records with, and for the 
official use of, authorized officials of the Fiideral Government, the 
states, cities, and penal and other institutic-ns, 

(C) The categories and numbers of individuals on whom records are 

maintained; . . . 

The FBI Identification Division maintains fingerprint records on 
• ■ approximately 60, 000, 000 individuals. These are broken down as 
' ' approximately 21,000,000 individuals in the criminal files and 

approximately 39, 000, 000. in the civil files. ' . 

(D) The policies and practices of the Agency regarding storage, retention, 
and disposal of records; 


Fingerprints received for retention are: Arrest prints submitted by law 
enforcement agencies, civil prints submitted by agencies of the Federal 
Government and individuals desiring to have their prints maintained in 
the civil files for identification purposes. I^igerprint cards are removed 
from the files upon receipt of death notices, espxmgings, sealing requests 
and upon reaching the age at which point no useful purpose would be served 
by their retention. 

(E) The categories of information sources; 


Fingerprint cards are forwarded to the FBI Identification Division by 
Federal, state and local law enforcement agencies when a person is 
arrested by those agencies. 



enclosuhe’ 






Fingerprint cards are also submitted by the Armed Forces for enlistees, 
United States Government agencies for employees, and individuals being 
cleared for sensitive positions; private citizens, who wish their fingerprints 
to.be. on file for personal. identification; by the United States Immigration 
' and Naturalization Service for alien registration, 

(P) A description of all types of use made of the records including all classes 
of users; 

Fingerprints are used primarily for identification purposes. 

Arrest records are used. in connection with establishing probable cause, 
bail, sentencing and probation purposes. 

(G) The title- and address of the individual immediately responsible for the. 
system; 

Mr, Fletcher D. Thompson, Assistant Director, FBI Identification 
Division, Second and D Streets, Southwest, V/ashington, D. C. 20537. 

(H) Rules establisMng reasonable times, places, fees to the extent authorized, 
and procedures to be followed with respect to maldng records pronaptly 
available to an individual otherwise to impler^ent the provisions of Section 
552a of Title 5 of the United States Code. 

The rules are set- forth under Departmental Order 556—73, Sections 
16.32— 16,33, 

16. 32 Procedure to obtain an identification record. 

The subject of an identification record may obtain a copy thereof by 
submitting a v/ritten request via the United States mails directly to 'the - 
FBI, Identification Division, Washington, D.C. 20537, or may present 
his written request in person during regular business hours to the FBI 
Identification Division, Second and D Streets, Southwest, Wasliington, 

D. C. Such request must be accompanied by satisfactory proof of identity, 
wliich shall consist of name, date and place of birth and a set of rolled- 
inked fingerprint impressions taken upon fingerprint cards or forms 
commonly utilized for applicant or law enforcement purposes by lav/ * 
enforcement agencies. 

16. 33 fee for provision of identification record. 






Each, written request for production of an identification record must be 
accompanied by a fee of five dollars ($5.00) in the form of a certified 
check or money order, payable to the Treasurer of the United States, 
This fee is established pursuant to the provisions of 31 U,So C« 483a 
and is based upon the clerical time beyond the first quarter hour to be 
spent in searching, identifying and reproducing each identification 
record requested, at the rate of $1. 25 per quarter hour, as specified 
in 16.9. Any request for waiver of fee shall accompany the original 
request for the identification record and shall include a claim and proof 
of indigency. Consideration will be given to waiving the fee in such 
cases. 


COMPUTER SYSTEMS DIVTSIQN 

The National Crime Information Center (NCIC) system contains two 
files which relate to identifiable individuals, the Wanted Person File and the ■ 
Computerized Criminal History (CCH) File., The statutory basis for these 
files is contained in Title 28, U.S. Code, Section 534. 

' >n . 

(A) The name of the system; * ^ 

National Crime Ihfoi’mation Center (NCIC) 

■ ' ■ 

(B) The nature and, purpose of the system; 

NCIC is a computerized information system established as a service 
■to all law enforcement agencies,, local, state, and Federal agencies. 

The system operates by means of computers, data transmission over 
communication lines, and terminal devices. Its objective is to improve 
the effectiveness of the criminal justice system through the .more 
efficient handling and exchange of documented criminal justice information. 

(C) The categories and numbers of individuals on whom records are 
maintained; 

The Wanted Person File, as of May 1, 1974, contained 141, 300 records 
related to wanted persons. 

• . The Computerized Criminal History (CCH) File contains data concerning 
453,226 individuals. 

(D) The policies and practices of the Agency regarding storage, retention, 
and disposal of records; 


The NCIC computer is the custodian of information entered by the 
/ - 3 - . 



crin^al justi^ community, local, state, and Federal, .Wanted Persons 
r^ecprds are retained in the system luitil removed, due to apprehension 
orrMsnidssal of process, by the agency wMch entered the record. 
Goraputerized Criminal History records are retained'until the individual 
reaches the age of 80, dies, or record removed based on court order or 
Federal or state statute. 

Tlie categories of information sources; ’ . - ' ' 

Sources of Wanted Person entries are the law enforcement agencies, 
local, state or Federal, which hold the warrant for the particular * 
wanted person. CCH entries are made by a designated state agency 
or, in the case of Federal offenders, by the FBI. 

A description of ail types of use made of the records including all 
classes of users; 

The Wanted Person File is utilized by all law enforcement as a means 
by which they are able to determine within seconds if an individual is 
wanted for a crime. It is used as an investigative tool in arrest 
situations, traffic stops, or other situations wherein a law enforcement ' 
officer may have reason to believe a person may be wanted. 

•The CCH File furnishes an immediate response to a police officer , 

concerning a person's prior criminal record which may contain information 
important to the safety of the arresting officer as well as the person 
arrested. The CCH information assists the magistrate or other official 
who has the responsibility for arraigning and setting bond. 

The title and address of the individual immediately responsible for the 
system; , 

Wason G. Campbell, Assistant Director, Computer Systems Division, 
Federal Bureau of Investigation, Washington, D. C. 20535. 

Rules establishing reasonable times, places, fees to the extent authorized, 
and procedures to be followed with respect to maldng records promptly 
available to an individual otherwise to imnlement the provisions of Section 
552a of Title 5, of the United States Code; 

Wanted Person Files are investigatory files for law enforcement. Since 
the inception of the CCH Program in 1971, NCIC has included in its policy 
the right of a person to see and challenge the contents of his CCH record. 




.The^present policy is set- forth : ‘ 

ap itidividuai has a criminai record supported by fingerprints and 
that record has been entered in the NCIC CCH File, it is available to that 
individual for review, upon presentation of appropriate identification, and in 
accordance with applicable state and Federal administrative and statutory 
regulations. 

Appropriate identification includes being fingerprinted for the purpose 
of insuring that he is the individual that he purports to be. The record on file 
will then be verified as his through comparison of fingerprints. 

Procedure: 


‘ ' . 1. All requests for review must be made by the subject of 

his record through a law enforcement agency which, has access to the NCIC 
CCH File, That agency within statutory or regulatory limits can require 
additional identification to assist in securing a positive identification. 

‘ . 2. If the cooperating law enforcement agency can make an 

identification with fingerprints previously taken which are on file locally and 
if the FBI Identification Number of the individual’s record is available to that 
; agency, it can make an on-line inquiry of NCIC to obtain his record on-line or, 
if it does not have suitable equipment to obtain an on-line response, obtain the 
record from Washington, ,D. C. , by mail. The individual will then be afforded 
the opportunity to, see that record. 

3. Should the cooperating law enforcement agency not have 
the individual’s fingerprints on file locally, it is necessary for that agency to ' 
relate his prints to an existing record by having His identification prints 
compared v/ith those already on file in the FBI or, possibly, in the State’s 
central identification agency. 

' :* • 4. The subject of the requested record shall request the 

appropriate arresting agency, court, or correctional agency to initiate action 
necessary to correct any stated inaccuracy in his record or provide the 
information needed to make the record complete. 
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FILES AND COMMUMCATIONS DIVISION 


■ Records are maintained in accordance mth provisions of the Federal 
Records Act of 1950. ► , 

(A) The name of the system; ' ' , 

. Records Section. . . ' ' . 

(B) The nature and purpose of the system; 

Often referred to as the ’'memory” of the FBI, the Records Section is 
charged with maintaining the investigative, applicant and administrative 
files and records of the FBI. Tins Section stores all the results of FBI 
investigations and keeps a central index system which enables FBI 
personnel to locate data in these extensive files in a matter of minutes. 

All information on a given investigation is chaiineled into one case file. 

To facilitate control of the file and accommodate multiple subjects, a 
numbering system is used to indicate the general classification and nature 
of violation, the individual case file in each classification, and serialization 
of individual pieces of mail in each file. 

(C) The categories and numbers of individuals on v/hom records are 
maintained; 

* t 

This information is not available, 

(D) The policies and practices of the Agency regarding storage, retention, 
and disposal of records; 

Contents of FBI jBiles are necessarily confidential and the integrity of 
these files is of paramount imnortance. All files are maintained in secure 
space within FBI Buildings with access restricted to authorized FBI 
personnel only. Disposal of records is handled in accordance v/ith 
provisions of Title 44, Chapter 33, XJ.S. Code. 

(E) The categories of information sources; - • 

* , Results of our investigative efforts and imormation furnished by other 

Government agencies, law enforcement agencies and the public. 



/ 
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V. 


(F) A descriptiL^of all types of use made 

classes of usersp — 

Rcco: . records maintained by this Section are for use of the FBI in 
support of its mission to investigate crimes within our primary 
jurisdiction. In addition, information from these files is disseminated 
to other Government and law enforcement agencies with a need and a 
nght-to-know in those instances where an official reason exists for 
such dissemination. 

(G) The title and address of the individual immediately responsible for 
the system; 

f • 

Mr. Paul F. O’Connell, Jr. , Chief, Becords -Section, Files and 
Communications Division, Federal Bureau of Investi-^tion, Washington, 
D. C. 20535. 

(H) Rules establishing reasonable times, places, fees to the extent 
authorized, and procedures to be followed with respect to making records 
promptly available to an individual otherwise to implement the provisions 
of Section 552a of Title 5 of the U.S. Code. 

The records maintained by the Becords Section of the FBI are made 
: available to individuals in accordance with the .provisions of the 

^ Freedom of Information Act as provided by Department of Justice Orders 
Number 502-73 aiid Number 528-73. 


10 


ecords including all 
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Assistant Attorney General 
Office of Legislative Affairs 
Attention: fir, Peter Stranb 

Director, FBI ^ C> - 2 l3 / *7 ^ 

' DO^STIC COOHCIL COMfUTTEE. DBAPff 
.BILL ON RIGHT OP PRIVACY . 


May 31 r '1974 
Mr. Campbell 
Mr. Gebhardt 
Mr. Marshall 
Mr. McDermott 
At ten: Mr. Bowers 

Mr. Thompson 
Mr. Wannall 
Mr. Mints 


Reference is made to a form laeKorandnm, captioned 
as above, dated May 22, 1974, requesting our comments on a 
draft bill as an Administration ^temative to H. R. 12206 
and related bills. 


System of records being maintained by the FBI can 
be divided inti> the following categories: manual retrieval 
files; FBI Identification records; and the national Crime 
Information Center system. At the end of the 1973 fiscal year, 
the FBI had in its possession 6,483,000 files, 151,000 of 
tlicse being new files pertaining to Bureau investigations 
during fiscal year 1973. Index cards on all types of subject • 
matter referring to these files in otir central index system 
nunibered over. 57,540,000. Consequently, the individuals who 
^ are the subjects of those files number somev;hcre between the 

six million and 57 million figure. 

The FBI Identification Division maintains fingerprint 
records on approximately 21 million individuals in the criminal 
A files ai'.d approximately 39 million in the civil files. The 
U uW National Crime Information Center system contains tv;o files 
which relate to‘ Identifiable individuals, the Wanted Persons 
Mv Pile and the Computerized Criraintil History File. The Wanted 

Persons Pile, as of £!ay 1, 1974, contained records relating to 
141,300 wanted individuals. The Computerized Criminal History 
File contains data -CQUCGminq 453 .226 individuals. It shoiild 
be pointed out that lnjMB<JtfK£Q:ls Currently are allowed access 
to their Identif icc tiQ:jVj r^ca:^ a ad Computerized CriminaJL History ' 
Pile to correct an: ' . 

jIplAotlt'.I More detaTTStFTfl'a t e e^ ceming tlin above systems of 

S...DI,., records is being compiled in response to a mesiiorandum captioned. 
Survey of Current and Planned Programs, Projects, andr.Plahs 
of Interest to the Domestic Council Committee 'bn‘ tho> Eight of 
Privacy," dated May 14, 1974, and will be forwarded te,you\\ 

M*"'.' "* separately. Because of such factors ^s, the number* bf 

files which would be covered by ixiis- legislation; and tiis 

•niell I / A , 
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Assistant Attorney General 
Office of Legislative Affairs 


ntimbor of individuals who might make inquiry/ we regret to 
inform you that v?e have found it impossible to estimate the 
cost to implement the provisions of this bill. 

Our comments concerning the alternative draft to 
H. R. 12206 must bo prefaced with the observation tliat the 
FBI cannot function as an .effective lav^ enforcement body 
under the Koch bill. We assume the exclusory language of the 
draft bill reflects the Office of Management and Budget is in 
agreement with this statement. For e:<aaple/ under H. R. 12206/ 
if a police agency were checking a suspect in our Computerised 
Criminal History File/ the FBI would be compelled to notify 
the suspect he was the subject of a police inquiry. 

Given the above, it is our opinion exemptions (b) (1) 
through (b) (7) of the draft bill are inadequate to insure that 
at some future .time our files v/ill not be covered by this 
legislation. The crucial exemption in the draft bill is 
(b) (5) / "Investigatory files compiled for Inw enforcement pur- 
poses except to the extent available by law to a party other 
than an agency," utilising tlio (b) (7) exemption of the Freedom 
of Information Act. Altliough this would appear to protect our 
investigatory files. Congress is currently” considering altering 
this language in S. 2543. Should the (b) (7) exemption of the 
Freedom of Information Act be diluted in some manner, in all 
likelihood the language in the proposed legislation would be 
altered in a similar way, possibly allowing an individual to 
inspect his investigatory record. 

In this context, it should be pointed out the FBI, 
with the concurrence of the Departmei'.t of Justice, has taken 
^e xjosition that the (b) (7) exemption of the Freedom of Infor- 
mation Act applies to our Applicant investigations. This viev? 
has recently been affiir:ted in a decision by District Court Judge 
Gerhart A. Gesell. We feel the separate exemption, (b) (6) , for 
Applicant investigations in the draft would undercut our efforts 
to v^ithhold Applicant investigations from disclosure by implying 
there is a distinction between an investigation conducted for 
law enforcement purposes and an investigation conducted to 
qualify an individual for .employment witli the Federal Government. 

Further, the language of those tw*o exemptions, (b) (5) 
and (b) (6) , does not protect FBI files of a noninvestigatory 
nature which are compi^&ci in connection tfith our contacts witli 
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Assistant Attorney General 
Office of Legislative Affairs 


various individuals, such as Congressmen. Congressman Edward I. 
Koch recently sued this Bureau for his FBI file. In accordance 
with the Supreme Court interpretation of the (b) (5) exemption 
of the Freedom of Information Act, he was afforded access to 
internal memoranda of a factual content only. The FBI does. not 
have an investigatory file on Congressman Koch. Judge Gesell 
in his decision v/ithheld the .vast majority of the memoranda in 
oar file tinder the (b) (5) exemption because they concerned 
policy matters. The draft bill does exempt records, "(2) the 
disclosure of which is otherwise prohibited by lav/ or required 
by statute to be kept confidential;" (b) <2) , Hov/ever, it v/ould 
appear Congressman Koch would have been granted access to policy 
memoranda in his file under this exemption because, in fact, 
disclosure vras not prohibited by lav? nor required by statute 
to be kept confidentTal~ Tliese policy memoranda are merely 
exempt from disclosure. 

. In addition, it is noted that the exemptions of tile 
Administration proposal i/ould probably not cover our Coiaput- 
orixed Criminal History File which is, in essence, only a 
computerized arrest record, and our Identification records. 
Therefore, these files are covered by the various provisions 
of the draft bill, under vzhich we vfould be required to publish 
specific details about those systems in order to disseminate 
inforniation without having to notify tiie subject of the inquiry 
(a)(1), (3)(C). 

In summary, this legislation would not protect our 
correspondence files, v?ould require us to publish extensive 
details concerning our national Crime Information Center system 
and Identification records and exemptions -irould be very suscep- 
tible to dilution in the future. Consequently, v;e strongly urge 
that the P3I be given a specific exemption similar to that 
afforded to the Central Intelligence Agency. It is our viev? 
this is the only acceptable approach in order for us to continue 
as an effective law enforcement agency. 


Enclosures (2)_ (’jegislative Riferral Memcrandum and bill H. R. 

Returned per request) 

1 - Office Of_ L paislai -’^^f* 

'Attention: 


12206 ^ 

, bo 
b7C 


NOTE: See Legal Counsel to Mr. Miller memorandum dated 5-29-74 

captioned, "Domestic Council Committee Draft Bill on Right of 
Privacy." Supreme Court decision mentioned aboVe. is Environmental 
Protection Agency v. Mink , 410 U.S. 73 (1973). 
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UNITED .STATES GOvOlMENT 

Memorandum 



TO 


:Mr. Miller 


DATE: 5-29-74 



FROM : Legal Couns 


SUBJECT: domestic COUNCIL COIMITTEE DRAFT 
BILL ON RIGHT OF PRIVACY 



{ 


Assoc. Dir. _ 
D«p. AD Adm. 
Dsp. AD fnv. . 
Afst. Dir.i 
Acfrnln, 

'fm^i 

'flu. & C»ra. _ 

Con. Inv. . 

M«nt. — 
Inspoetlon 

Intsll. I 

Loboratory | 

Plon. & Evol. ^ 
$p«c. Inv. 

DIroetor Stc'y . 





The iDTfxce^ 6^^ Justice, Department of Justice, 

by form memorandum dated 5-22-74, has--requested for the Office 
of Management and Budget our comments on an Admini stration 
alternative to H. R. 12206. Departmental attorney 

Office of Criminal Justice, advised on 5-28-74 that 


the deadline had been extended by the Office of Legislative 
Affairs to close of business 6-3-74. 

The original proposed legislation offered by Congress- 
man Edv/ard I. Koch would allow an individual to inspect his file 
for inaccuracies, make corrections and be notified upon dissemi- 
nation of information in our files to other agencies. The only 
exemptions are investigatory files where prosecution is still 
.viable and those files which are classified, 

, The draft bill offered by Office of Management and 
Budget includes exemptions for investigatory files compiled for 
law enforcement purposes, investigatory files compiled in con- 
nection with background checks for Federal employment and files 
maintained by the Central Intelligence Agency. Under this draft 
bill, we would be required to publish extensive details concerning 
our National Crime Information Center and Identification records 
in order to disseminate those records to another agency without 
notifying the subject of those .records. Also, we would probably 
have to disclose internal memoranda in our correspondence-type 
files, similar to those that Judge Gesell decided against giving 
up to Congressmen Koch, Rosenthal and Bingham. I* 










It is our view we should press for a specSEcjn|i 
exemption for the FBI similar to that v/hich the Cer^tfal^ 
Intelligence Ageiicy has been able , to obtain. We feB4^^5teoffejKasv^ 
Enclosure C/ih(i^ 

1 - Mr. Campbell - Ehclostires (3) 

1 - Mr. Gebhardt - Enclosures (3) 

*’^^^shall - Enclosures (3) 

Mr. McDermott - Enclosures (3) 

Attention: Mr. Bpv;ers 

1 - Mr. Thompson - Enclosures (3) 

1 - Mr. Wannall - Enclosures (3) 

1 - Mr.. Mints 
RD:law (9) 
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Legal Counsel to Mr. Miller memo 

Re: Domestic Council Committee Draft Bill on Right of Privacy 

amended language as to those exemptions utilized in the draft 
bill would undercut our argument for -a specific exemption. 
Should this proposal be rejected by the Office of Management 
and Budget# we can still attempt to obtain favorable language 
through Congressional Services Office contacts with the House 
Subcommittee on Foreign Operations and Government Information. 


The attac hed memorandum v;as informally coor dinated 

?ith| I Files and Communic ations Division# | 

I Computer systems Division # and | laenti- 

:ication Division. 


RECOMIffiNDATIONS ; 

1. That the Congressional Services Office continue 
to closely follow the H. R. 12206. 



2. That the attached memorandum be forwarded to the 
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MY 22, 1974- 



Domestic Council Committee draft bill on Ri^t of Privacy 


REPORTING UNIT: 


(COB MY 28) 


Referred to: 


ADVISORY UNITS: 

DEA. X 

PBiK 

IMS 

BUR.RRISOHS 


Reporting Unit please prepare report addressed to: 

xBsudget □h.jud. 

□ S.C0MM. . U ~ 


□ S..JUD. 


□ H.I. & F.C. 


Adviory Unit please prepare memorandum to: 


Reporting Unit, copy to 


□ Attnl 



Room 1139, Main Justice 


Room 1139, Main Justice Bldg. V 


K Advisory Units please respond in time to permit Reporting Unit to comply with deadline of: 

i 

K " I— I .,H. . f— I .. 


Department File No: 


Miscellaneous information: 
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EXECUTiO'^fFItS Or THE PRESIDENT 
J Or-ncE OF MANAGEMENT ANO BUDGET 

*' WASHl.-JGTON. b.C. 20503 

May 20, 1974 . 


O 


LEGISLATIVE REFERPvAL MSMORAMDUM 

Legislative Liciison Officer 
(See attached list) ' * 


Subject: 


Draft alternative language to H.R, 12206 


N 




VO"* 


The attached draft bill reflects the coitunents of various 
agencies and the staff of the Domestic Council. Committee 
on the Right of Privacy. 

As a result of tbs many constructive suggestions received, 
this draft differs to some degree from earlier versions 
v^hich have been circulated, h-e v;ould appreciate your 

The rc~ 


f.’i) 

I 

agency's views to help us perfect this languayo 
sultaut draft bill will be transmitted to the, House Sub 


•;v 


jTV V 


committee on Foreign Operations and Government Information 


as an Adminintrs tion alternative for use bv the S^ibcommittee 
.-‘■^'in its mark up of II. R. 12206 aiid related, bills. 


rv 


.’V-Ofour response should include: 




f y 


***-Your viev7s and comments. Where changes 
specific amendatory language is needed. 


are propossa. 
To 


tl'ie 


■ 




€ent that any additional exemptions are px'oposed, a 
detailed statement of the adverse implications of sub 
jecting such records to the provisionc of this bill 
should be provided, 

A listing of the systems of records maintained by 
your agency v>hich contain individually identifiabio 
personal data i.ncluding for each, the title, brief, 
purpose, the m:mber and types of individuals covered 
(e.g., patients in PUS hospitals, all v.-age earners, 
etc.) and v’hctho.c or not, in your opinion, the system 
■would be subject to the provisions of this bill, and 

•^’•Estimates of the cost to implement each of the pro- 
visions of the bill. 
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A bILL 


'i’o ar.i-snd title 5, United States’ Code , ' to provide that persons 
.be apprised* of rscordn concGrning thera v;hich are naintained by 

, Pedere.X agencies ^ - • 

' *1, ^ -* 

Be it enacted by the Senate and House of Representatives 

_ >» 

of the United States of linarica in Congress asser.;blod. 

That, (a) title 5, United States Coda, is aa’.ended by addj.ng* 
at the end of section 551 thereof the following paragraphs: 

" (14) "Administrative records" jaeans records contain j.ng 
’individually idantifiable data which m.ay bo used to 
nahe deterriinat5.ons to affect an indiv5.dual ; 

% 

" (15) "Records" neans a collection or grouping of data - 
preserved for future reference or use; 

“(16) "^System, of records" means any organized’ file or 
grouping of records m.ai.ntained by an agency V7hetlier or not 
stored in a computer; and - - - 

" (17) "Statistical reporting or research purposes" means 
uses of - records for aggregate analytic or evaluative ends and 

3S 

specifically excludes any uses of individual' data for the 
purposes of nialcincj any dcterninatxon intended to affect art 
.individual except as prov?lded in 13 U.H.C. 8." 

(b) Title 5, United States Code, is a.msnded by adding 
iraaodiatoly after section 552 thereof the folIov;iiig nev/ sectio.: 
'•"552a Kccords about individuals. 


"(a) Bach agcn.cy that maintains a .sys’cc:a of records about 


idenLiriabl.c individuals f 
^ / * 


iarmation could lx 







\ 




rekr.levoti by rofc^|^.cs to or by ir.do>:ing cr.cH ‘ 

naise, or sons Identifying nn^dsar or s^'K^nol, shall vrith respect 
to such syKtar.3 of records — ■ * ■ . , 

"(1.) pub?.ish/ cit least, annually in'tiie Federal legist. or ^ 
a notice of' the existence and character of all such systems 
of records. . The notices shall include but need not be 
limited to^: , ' . . ' , ' 

"(A) the name of the system; . . 

“(3) the nature and purposes of the systera? 

*' (C) the categories and numbers of individuals on 
whom recoJ-'ds are maintained; 

"(D) the ca.tegox'ies of ' information maintained; ' 

"(E) the policies and practices of the agency 
regardi;ig -storage , -retention , and -disposai of such records ; 

" (p). a description of the puxposes for which all 
. . or any part of the inforraation contained iir such records 
may bo used or disclosed including the categories of ■ users 
for each such purpose; 

«■ 

• ' " (G) the title and address of the 5.ndividual 

immediately .responsible for the system; and. 

" (H) fo?: those systems of records not exempted in 
subsection b, belov;, rules establishing reasona.blc times, 
places, fees to the extent authorized, identification 
■ requirements and other procedures v/ith respect to making 
specif ica.lly designated records p3:ompt3.y <ivail£i}>lc to tlie 
individual to whom, they pertain , including any sp'ocial 
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provisxojis goO^*"^-^*^ to. i^cclical j.^^rc;s in Ccisos 

v;hcre the agency (Sotcrr.ines' that, their disclosure cbul<5 
ba injurious to such individusl^ and otliarwise to iriple- 
ir.ent the provisionn of this section; 

"(2) i;'.ai:\tain procedures for collecting infornation 
about individuals by v.iiich individuals are inforned of 
'tiie purposes for vrhich the infornation about thor.selves 
furnished by theia v;ill be used or disclosed consi.stcnt v.-it.-i 
the purposes in the public notice published pursuant to sub- 
section (a)(1)(F), above, and the effects- if any, of not 
providing all or any of the requested inf orsnation ; 

"(3) refrain .from disclosing any records, or any 
infor;;iation contained therein, to any other agency or to- 
any person not -employed by -the agency 4^ai3itai.ning the 
record, except — 

•' (A) pvirsutint to a request by or V7ith the consent 
of the' individueil to v;hom the inforr.vation in the record 
: pertains, or . . 

"(B) for a use that is expressly- required by lav;, . 
or . , • 

” (C) for a use clearly v;ithin the stcited purposes 

of the system as described in the gonoral notice about 

the system published in accordance with subsection 

(a)(1), abov^e, provided .that such purpose shall have 

/ 

been contained' in a notice published at least ninety 
days prior such use , or 


I 

V\ 







, ■ O ■' ■:.: : ' O ' 

: ‘ "(D) for a use consistent with the purposes 

■■ described to the individual pursuant to siibsoction. (2) , 

» ft ' ’ 

or , ' • - - ■ ^ ^ 

" (J-:! upon good cause for such disclosure and \dien 
not other’v.'ise prohibited by law, V7ith notification of 
’ the individual to v/hoia the record pfsrtains at .hisJ 
last 3:nc'.vn address , or . 

'* "(F) when otherv/ise pernitted by law and disclosed 
to another agency and the head of such agency st7itGs 
in v/riting the particular information desired, the 
lav,” enforcsmi-ent purpose in connection vrith v?hich 
. • the 5.nfori?.ation is sought and the official need 
therefor, or ■ . ' 

■ “(G) where the agency determines that the recipient 

has -provided adsqucite assurance that such records, or 
■ any information contained therein^ \ 7 ill be used only 
for statistical reporting or reseajrch purposes; 

"C4) maj.ntain an accurate record of tiio date, nature 
of disclosure and the name and address of any person or 
agency outside the agency maintaining the record to v^hoia 
■ any . iuf orua tion contained in.fjuch records is disclosed, 
tl^o p.arpos-e for v.’hich sucli disclos’aro* v;as ’mdo, and the 
basis for such disclosure under subsection (a) (?>) above; 

"(f>) establisli and maintain x^J^occ.durer; to ensure thni. 
ther.o v;iil he no rl'isclosuro of any- record or any 
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info?:!«at:icn conta-ij^ecl therein vjithin the agency other “ 
than to individuals V7hd have a need to knox? in the 
parfor-r.ence of their duties for the agency; 

"’(0) jeaihtain inforseation in any record v;ith such 
accuracy, co.n-pletsnsss/ tineiincss, and pertinence 
as is necessary to perait accurate* and fair determinations 
relating to the individual to whom such record pertains 
V7hich may bo n\ade by the agency on the basis of such ' 
information; 

• " (7) permit an. individual to in.spact any information 
pertaining to him specifically requested by him and to have 
copies made of all or any portion thereof at his expense, 
which in no event shall be greater than the cost to the 
agcncy’of making such copies ; 

"(8) permit an individual to supplement the information 
contained in any record pe.rtciining to him by the addition 
of any'" information of reasonable length v?hich such 
intlividual and the agency agree is pertinent to his record; 

" (9) correct or remove erroneou?; or irrelevant infor- 
mation about an individual in emy record and notify till 
agencies and persons to \ihom such erroneous or irrcle.Vcinl: 
information had boon disclosed vaithin-tho preceding tv-o 
years of its correction or ro.ioval; 

" (10) establiffn rules and proc-edurec for roviov;ing 
and making, detormir.a tioii on dispute:; j.is to t’nc accuracy, 
pertinence ox* com.ple tcnc5;s of: record'*, and otlicrv/isc to 


i'r.p.lor.'en t. to provisions of tills section; 





.thc-i' inc-ividizai. to rocoj.'cl p3.c*- 

tainp .if it lias cTotorriiacd .not to. correct or’ aucncnt 
record ’. 1)1 • coafo.riiiahce v;ith }:is rcqc'ioi, the reason the.rc- 
fpr and of the procedures escab.lishcd by the agency for 
appoaiing -that dQtsi-n'dnatio:i; and 

” (.12) parraih the individual to vihom the record per- 
' tains to file a statement setting forth the nature of 
the dispute, and in any sub.sequent report contain5.ng the 
' infornicition in questions, clearly note that it is disputed 
byithe individual, and iprovida copies of such statements 
upon req’uest of persons to vrhoia the disputed in-formation 
has-been disclosed, if the head of the agency o:c his 
designee and the individual to vdioni the record pertains 
cannot agree as to the accuracy, pertinence or completeaesf 
of the record. 

" (b) The provisions of .subsections (a)’ (1) (H) and (a) { 2 } 
through (12) of thi.s section shall not apply to systems of 
records .or inforr.iation contained therein. 

,"(1) to the ortent tliat the head of that agency., 
deterraincs thcit the release of the inforwa tion in such 


s.ystems viould seriously damage natioiuil defen.se or . 
foreign policy; 

"(2) the disclosure ofvjhich is otherwise prohibited 
by lav7 or required by statute to be J’.c.pt conf j.dontial ; 
"(3) maintained by the Central Intelligence ?iCjencry ; 


I 







• . "C‘w- raairitsit'-iid , 5.U conri-iiction v.-ith providing oWtecfciv-i 

. ' services to the President cxnd others: ■ = - ' 

".(5) that era investigatory files cor^piXed foir 
lav; enfprceisent purposes except to the extent available 
• -by lav: to party other than an agency; . . - 

■ "(6). that arc investigatory .files corxpilcd for the' 

, purpose o’f. dsteriaining initial or continuing cligib5.1.1ty 

or qualification for Federal ertxpioyment, military .service 

* > « ‘ * . ' 

' ■ . or access^ to classified information; or 

"(7) authorized by lav; to be collected, maintained, 

and used only for statistical reporting or ressarcJi 

purposes or information derived from administrative 

records but maintained apart .thexeJbrom and us^d only 

for statistical reporting or research purposes or for 

purposes of 13 U.S.C. 8 v;liothcr located in the Federal 

Government departments and agencies, or the iirucrgovernmenv.;.-,! 

cooperative, agency vjxth .wjiich they, hcive legcil arranyersvent;'. 

.... to ^urn5.sh statistical services. . . 

" < 

" (c) 'i'lie provisions of subsections (a) (1) through (12) 

shall not apply to any system of records maintained by a l*’cda.‘*rl 
agojicy to the extent that t]xc head of such agency detorm.ines 
. that the di.sclor.urc of the existence of such system of irecords 
v/oxild seriously damage natlonai./dcfcnsG or foreign ijolicy. 

"(d) The Presideni: shall rtiport to Congress before dune: 

3Gth of each ydar on an agcncy-by-agency ba<;i:; the nuu’.ix;r or 
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c> 
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reccrdf. and tha nir.ri) 2 r of filos ichic'.’ v:srci exoi^pted £ 3 : 0 "'." tho. 
appliciicion of this snctio;i by reason of the provisions of • 
subsections (b) or (c) clxirinc; the intr;iediafcely preceding 
caleridar year. 

■ " (e) ?,ny person 'v.-bo }:no\;i3igly ana V7il].fully violator 
tbe provisions of this section, or perjnits such a violation, 
shall upon conviction of subject to a fine of Jiot more than 
$ 1 , 000 ..'^ • • . ' 

(c) The table of sections of Chapter 5 of title ’5, 

United States Code, is amended by. inserting: 

"55?.a. Records about individuals." 

iinmadintely below: ' , - 

"552 Public information; agency rules; opinions, order, 
recwr'ds and proceedings . " . . 

SEC. 2, The amendments made by the Jvet shall become 
effective on the one hundred eightieth day following the 
date of enactment of this Act. 
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Januart 22,1974 


« 


'Ml*., Kqcii introduced the following bill ; which wns referred to the Com- 
, . . .f . mittee on Government Oi)erations ' 

rlblD 1* /.Jiprii ^ -li tp J. li. 5*., » ^ .“1^ ^ 0 


-noc.iioi ii.r 


»')»U Jo iO- .‘iij: isrn'h i' :T ' . fj<sS*‘ Os's 

,A BILL 


or, 

' i.v 'iM,. 


-.nil 


ill 


7 .70 'in V 

,Tq amend title 5, United States Code, to provide that persons be 
. apprised of records concerning them -which are maintained 
■ • by Government agencies. ^ 

' 1 ' " Be it enacted by the Senate and House of Representa- 

:2 ' fives of the United States of America in Congress assembled, 

3 That (a) title 5, United States Code, is amended, by adding 

d immediately after section 552 thereof the " following new 

5 section: ^ , j . . 

.1)1;. .j {.*2 


"e’' “§552a; Individual records 


»l t V 


€€ 


• M- 'ft ^ 


(a) Each agency that maintains records, including 


8 computer records, concerning any person'* which may he 
h • y > ■ T • ^ ^ 

, 9 retrieved by/ reference to, or are inde.xed under such iicr- 

w • f • r I » - t . 

‘ ’ i / “ * . V : , * > , . ' - * . • ' ; : ' • 

10 son’s name, or some other similar identifying number dr 


\ 1 


^ yiJUcl 



lUiii 'i-cho '/nifn-^a 

***^ 


r.s: 


I 






1 symbol, and which contain any information obtained from 

2 any source other than such person shall, with respect to 


3 such records — 


'7 '^7^? aa2&><r?') .■•■i 


** { 1 ) refrain from disclosing the record or any in- 
formation contained therein to any other agency or to 
any person not employed by the agency maintaining 
such record, except — ’ ^ ^ ^ V, " 

. .3 with notification of the person concerned 

or, in the event such person, if an individual, can-' 
not he located or communicated with after rcason- 
. able effort, with notification of members of the 

individuaVs immediate family or guardian, or, only 
♦ 

• ** 4 -« m 

'' in the event that such individual, members of the 
individuars immediate family, and guardian cannot 
. .be located or communicated witli after reasonable 
effort, upon good cause for such disclosure, or 
. . *!(B) that if disclosure of such record is re- 

quired under section 552 of this chapter or by any 

be notified by mail at his last known address of any 
.such required disclosure; 

, . “ (2) refrain from disclosing the record or any infor- 


t ..a .k 


motion contained therein to individuals within that 
formation contained therein to individuals within that 
agenc}’^ other than those individuals who need to ex- 



■ 


•aiiihic such record or information for the execution of 


their jobs; 


•: ’7’'! ’*ioa •. ; Z- 


“ (3) maintain an accurate record of the names and 
addresses of all persons to whom any information con- 
tained in such records is divulged and the purposes Jor 


which such'divulgcncc was made; 


‘ ”7v‘!nL'n 0 


* permit any pei-son to inspect his own record 

and have copies thereof made at his expense, which in 
no event shall he greater than the cost to the agency of 
making such copies; ;■ . . OX 

" ' “(6) permit any person to supx)lemcnt the in- 
formation contained in his record by the addition of any 
document or writing of reasonable length containing in- 
foimation such person deems pertinent to his record; and 
“ (6) remove erroneous information of any kind, and 
notify all agencies and persons to whom the erroneous 
material has been previously transfened of its removal, 
(b) This section shall not apply to records that are— 
“(1) specifically required by Executive order to. 
be kept secret in the interest of the national defense and 
foreign policy ; ij) '* 

W \ “ (2) investigatory files compiled for law enforce- 
ment pui’poses, except to the extent that such records 
have been maintained for a longer period than reason- 


V 




ably necessary to commence prosecution or other action 
2 ' '' - .'or to the extent available by law to a party' other than 
S^ip.^ni'an agency; ■ • II!; iriiihiiiiur (r*)'* 

4:;,;.) ,!t‘j“.(c) The, President shall report to Congress before 
5-'= January^ 30 of each year on 'an agency-by-agency basis the 
*6 number of records and the number of investigatory files 
which were exempted froni the application of this section 
8 ' by- reason of clauses ( 1 ) and ( 2 ) of subsection (d)' during 
9 the immediately preceding calendar year. ' * <; 

10 “(d) This section shall not be held or considered to 

ili' permit the disclosure of the identity of any person who has. 
i 2 d:furiiished information contained in any record, subject to 


13k tliis section. • *' »;■ ccoxlo 


*• f 


11 Each agenc}' that maintains records subject to the 
15-; provisions of this section shall publish rules establishing rea- 
. sonable times, places, fees to the extent authorized, and pro-^ 
l*^'-cedurcs to be followed with respect to making records 
18- promptly available to an individual and otherwise to iniple- 
19. ment the provisions of section 552a of title 5 of the United 


20 . States Code, 


5,'* - »”wSk- 


Vi! 


/ «- 


21 “ (f ) Any employee of the United States who under the 

.22 color of agency authority knowingly and willfully violates a* 
28 ■ pro^^sion of this section, or permits such a violation, shall be 


24' fined $ 1 , 000 . 








1 « Notliing in tHs section shall be construed to per- 

2 mit transfer or similar distribution of any infonnation deemed 

3 confidential by other statutes.”. 

d ^ (b) The table of sections of chapter 5 of title 5, United 

5 States Code, is amended by inserting: 

“552a. Individual records.” 

6 immediately below: 

- “552. Public information; agency rules; opinions, orders, records, and 
proceedings.”. , ■ 

7 ‘ Sec. 2. The amendments made by this Act shall he- 

8 come effective on the ninetieth day following the date of 


9 enactment of this Act. 
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Memorandum 


TO 


= Mr. MQj^telir- 

FROM : P. p. O’ConnenA^ 

U 


DATE: 8/30/74 


SUBJECT: 


b6 

b7C 


Assoc. Dir. 

D«p. AD A()m. 
Dep. AO Inv. . 
Asst. Dir.; 

Admin. 

Comp. Sys; 
"Ext. Aff( 
p'il.t & 

Cenr InM 
Idem. 


Lobcrotory 
Plan. & Evol. 



GS-7, Correlation Unit 
Files and Communications Division 
EOD: 10/15/42 

STREAMLINING COMMITTEE SUGGESTION 

Employee, through the Streamlining Committee of the JHes 
nd Communications Division, has suggested that when^’ number of 
es in a consecutivejorLder ha ve beemchanged to other filemumber s, 
,^d listin^all-of-the-iiGhanged.itQlllLbT ^ cabi netLjSther 

than th|, curpnt practice of using a separate card for each "changed 
to" (sample.attadied). 


' spec. Inv. - 


Legal Coun. 
Telephone Rm. . 
Director Sec'y .. 







ir 


ThiSfSuggestion was considered and a survey was made to 
determm^ with which this occurs. It was found that very 

few inslanCesiOccu^ where more than one "changed to" fall in consecutive 
order. Supervisory, involved vdth the filing and handling .of Mchahged to's" 
were of the opinion that, in the case of files, each file should be accounted 
for with a separate "changed to" card. 

Streamlining Committee, therefore, recommended that the 
current practice of one file for each "changed to" card be continued. 

Miss Crawford will be thanked personally and it is not believed a letter 
of acknowledgment wiUCbe necessary. 

/ / -V ea 

RECOMMENDATION: .2^ J / / 
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^ For referral to the Suggestion Desk, Training Division, for 
statistical purposes only. 
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SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE TWO 
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ADDENDUM OF THE TRAINING DIVISION; MLrcmb, 9/6/74: 

Due to the observations set forth in the foregoing memorandum 
and the action which will be taken by the Files and Communications 
Division, the Training Division will list this idea for statistical purposes only. 

RECOMMENDATIONS; (1) That the suggestion not be adopted and a letter 

not be prepared for forwarding to the suggest er 
in this instance., / ^ i a 


will serve a s authoril 
orally thank 


(2) On approval, this memorandum wito addendum 
for th e Files and Communications Division to 
for her interest in making this suggestion. 
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JulySi, 1974 
PERSOHAL 








Assoc. Dir. 

Dtp. AD Aa>n. 
D«p. AD Inv.^ 
Assl. Oir.; 
Admin. 


Comp. Syst. .. 
Ext. Affairs .. 
Fll*# & Cora. 
Con. Inv. 
fdont. 
Inspoetlon 

Int.li 

woborotory 
Plon. & Evol, 
Spoc. Inv. 
Troining 
Logal Coun. 
ToUpboflO Rm. 

'. P.].f.ft.£tAf-S.ftg--¥- 






Federal. Bureau of Investigation 
Jacksot^ Mississippi 


Dear 


The suggestion submitted by you has 
been received regarding th^ ^isposi tto?^! ail files in 
all classifications a fter fivej^eai^^ "^You may be 
intere^ed to kiraw the matter is currrmtly under active 
consideration and.studies are being conducted by FBI 
Headquarters, 

Although prior action ’crais being taken 
in this distance, I appreciate having the benefit of 
your thou^ts on this subject. 

Sincerely yours, 


MAILED 6 


:? 


JULS 11974 




-FPl 






C. M. Kelley 

Clarence M. Kelley 
Director *; j 
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b7C 
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S^r " personnel file 

-'..re.— 
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1 -^^u^estion fi 
1 - Personnel file of 

^ML: r sb 

(6) ^''(Suggestion 48-75) 

NOTE: Suggests auxiliary offices destroy all files in all classifications 
after 5 years; retain on file front office of origin; and^retain 
index cards 20 years and destroy as encountered. 



CONTINUED - OVER 
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NOTE (Continued) 

By memorandum P, F. O'Connell to Mr. Marshall dated 
6/6/74 captioned "Destruction of Field Files and Records, " our current 
policy regarding the destruction of field files was set out and it was 
noted we have Archival authority for destruction of vast majority of 
various administrative and noninvestigative file material. Retention 
, periods previously approved; however, vary from "when purpose 

served" to three years; therefore. Archival approval had to be secured. . 
for a ‘shorter retention period. When we desire to change the period 
of retention, we must determine whether new retention period is 
compatible with authority previously granted. This is a tremendous 
adminifitrative problem. All pertinent information in a field adminis- 
trative or noninvestigative file is duplicated at FBIHQ and FBIHQ files 
are considered to contain record copies. It was pointed out that 
acquisition of this broad authority would greatly simplify field 
. administration of retention of v administrative and noninvestigative files. . 
It was approved that Archival authority be obtained for disposition of 
all administrative and noninvestigative files in field when they have 
served their purpose. In addition, a trial is currently underway in 
four CaHfornia offices to determine the feasibility of destruction of all 
files in auxiliary offices after they are referred upon completion. Due 
to the foregoing observations, Training Division recommends no further 
action regarding the current proposal. 
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Employ®® Sugf)o?»ron 
FD-252 (f.f". 9-II-S9) 
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Da“ie 


July 26, 1974 


To: 


Directoi. FBI 


F;om: (Suqqostet's ngg-.e)- 


SUGGESTION 


Division o{ Assignment 

Jacks on 


b6 

b7C 



Auxiliary offices d estroy all riles in all classifications 
after 5_ve ars .. Retain on file front office of origin. Retai^index 
cards 20 years and destroy as encountered. “ 
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Current practice or rule (Include manual citation as well as facts) 




Manual Rules and Regulations Patt 2,, Section 3D. Auxiliary offices 
may destroy files in certain classifications after 5 years. 


I 

\ 

h 

\ 
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Advantages of suggestion and annual savings (Include basis for estlmote) 


This suggestion would save space in closed file section. 
It would add uniformity to the file destruction program. 




4^<2 s*l 


inU' 


((i aJ c t 


A. ,'C --'A 


rv 
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Disadvantages of suggestion . g 

If a file was needed after it had been destroyed, the office g 
of origin would have to furnish pertinent serials .// ^ ^ 


5TQT RECORDED 


(Tho use by the United States of ray suggestion shell not form the bad 
assigns upon the United States. I understand that 1 will be conslderej 
within two years after submission.) 

□ Mr. [— Jblrs. 


Jelrs, or 
is adopted 


Mlsd. 


Signature and flUe oi auqgest'er Chief Cl eiS 


^commendations and comments of Division }lead 

There may be some exceptions to 
appears to be a good idea. 


/, i/ 





e but overall it 





(Do not write in this space - lor Bureau use only) 
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January 9, 1975 
IPEESONAi, 


-V' 

b6 

' ' b7C 


Federal Bureau of Investigation 
IndianapoliSi Indiana 


D^r 


I have received your suggestion that file fironts be 
used on both sides. It -loay interest :^u to Imow the same pro- 
posal has been considered numerous times in the past and not 
approved. It vtus decided the cost for prit^ing 'would be incrrased. 
and these fronts become mutilated through constant dse so that in 
most instances they would cot be in satisfactory condition for 
reuse. ^ 


While favorable action was not taken in this instance, 
the thoughtfulness you displayed in submdtting^ your idea to me is 
indeed appreciated. 




AssoCk Dif. I 
Dep, AD Adm. 
D«p'^ AD (nv, . 
Assf* Dir.i 
Admin. - 


Comp. Sy$l. 
JExt. AffaTt$ 
Flloir & Com, 
Gen. Inv, 
Ident. 
Inspection 
Intell* 




Sincerely yoiirs, 


c. M. Kelley. 

Clarence M,. Kelley 
Director 


2 - Indianapolis 

1 - Field personnel file 

1 - Suggestion fil e* 

- Personnel 

' (6) 4Suggestioh^06i-55) T‘.; ^ j ^ 

NOTE: Suggests Bureau use file fronts a second timeiiferjthe same purpose. 



To 


Loborotory 
Plan. & Evol. 
Spec. Inv. 

Tieinfijiej 

tcQal 

Telephone 1R« 
director Sec’>|M^ 


accomplish this^actibn, it would pnl^ bg. necessary to print the general 
jhformation on b6|h, ‘sides of the file front. When file is . consolidated, the file 
.i^ront could be turned over and used again. 





MAIL ROOM 


ETYPE UNIT CD 


CONTINUED - OVER 


OPO 
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NOTE (Continued)^ . - 

" : Same idea has been, considered several times in past and not 

adopted . There would be. additional cost to run these fronts through equipment 
twice for printihg.pn.both sides. Fronts become mutilated through constant 
" use and in most instances they would not be in satisfactory cohditidn for reuse. 
There would be margin. for error should front be piaced on file with wrong, side 
up showing incorrect file nuniber. Due, to these views, Training Division 
recommends currhnhidea hot he approved. 


% - 








Employee Suggestion* 
FD-2S2 (Rev. 9-H-59) 




December 3L, 1974 


From: (Sugqoster's name) 


Division ol Assignment 


Director, FBI 


Voucher clerk I 


SUGGESTION 


purpose . 


I suggest that i:hA Rur pflii"^^ r|fF]b--245y s (Eile Fronts) a second 
time for the same purpose. To do so it would only be necessary 
to print the general information on both sides of the file 
fronts. When the file is consolidated (approximately 1 year), 
the file front could— be—turn.ed-o,v.er and used again. 


Tt' 


0 ,,. 

h-tleS 


Current practice or rule (include manual citation as well as facts) 


The FD-245 is used once and then thrown away. 


■ Advcmtages ol suggestion and annual savings (Include basis for estimate) 

The cost of file fronts would be cut in half, 
would remain the same. 


Pr^h t ing"cps t“ 


Disadvantages ol suggestion 


The pertinent information on the FD-245 from the first use 
would need to be blotted out for the FD-245 to be used again. 


(The use by the United States ol my suggestion shall not lorm the basls_ol_a_Jj«ther_clalm_ol_an^^_j»a^^^ by me, my heirs, or 
assigns upon the United States. I understand that I will bo consider my suggestion's adobtod 

within two years alter submission.) ^ ^ 

Mr. I I Mrs. I I mis t - 

' bignaturo anu I'l'tle ol Suggester 


Recommendations and comments ol Division Head 


This suggestion appears to have 
favorably. 


and is recommended 


signature and Title 


■3 





5*he attoraay General 


8 


March- 11#. i97S- 



1 - Mr. Adams = Enc. 

1 T Mr. O'Connell - Enc. 

1 - Mr. Farrington - Enc-. 
1 - Mr. Mintz 


Mr, iJam^ A# Wilderofeter#- Associate Deputy Attorney 
General# has advised this Btzreau that :in a conversation betsreen 
you and Congressman llohert P, Drinan on Msxdh S, 1975# Congress- 
Man Drinaa indicated that in 1968 he saw otiblished figures 
indicating that the EBl had 6,5 million files at that time. 
Therefore# liow could the FBI have the same number in 1975 as* 
it had in 1968? 

^ During our recent appearance before the House Subcom- 
mittee on Civil Rights and Constitutional Sights# information 
Was furnished, that the FBI currently hds 6.5 million files on 
hand* A review of published FBI Annual Reports for fiscal years 
1967 - 1969 revealed that the nmdber of files maintained by this 
Bureau were reported as follows? 


/ 

V 


At. End of Fiscal 
yezu: 


HuEd>er of Files 



1967 

196S 

1963 


5#425#d00 
5#617>000 
6# 088# 000 


Since our computations are- determined on fiscal year 
basis# we are furnishing figmres for' 'the. fiscal years before 
and after fiscal year 1968* As can be seen from, the above 
"^igures# we did not have 6.5 million files in 1968# and there- 
Eore# I am unable to ^determine where Congressman. Drinan arrived 
it that figure. 

The Deputy Attorney General 


"fe.' <f*> 


Assoc. Dir. .. 1 ^ 
D«p. AD A<3m. 
D«p. AD Inv. ^ 
Asst. Dtr.; 
Admin. 


Comp. Syst.^ 
Ext. Affairs 
Ftlos & Cora. 
Con, fftV* 

_ 


' Inspection 

Inlell. 

Laboratory 
Plon. & Eval. 
Spec. Inv* 
Training — - 
Legal Coun^^w 
Tele(Aone Rm. 
Director SocV^ 


b7C 


NOTE: Above figures basedybn P. F. 0»'C6rihell to' Mr. McDermott 

memorandum of 3-10-75, captioned, "Records Section-Volume of Piles 
at FBIHQ . " It was noted hn this memorandum that the External 
Affairs Division ^is cfirrently assisting.^a. jjriter of the "Wall 
Street Journal" "in the preparation of an article on this Burea u, be 
This writer has 
another writer for 
on the Bureau on 1 
were made that the 
could not be loca 
»JGP . „ 

'R 





'WaU.. Street Journal," had written articles 
58i anw'ibw].5-T68 in which articles statements 
Feauhad.6. 5 hiillioh files. These articles 
Ln- ^uf'iiies . 


MAIL ROOMtZU' TELETYPE UNIT GI3 
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Y. 



O^IONAl FOK>:.NO. 10 5010-104 

^ AUrit42''fOiTiOH p ^ 

c;^ GIN. lttc^ NO. i? m M 

UNITED STATES g(^RNMENT 

Memorandum^ 


TO Mr. McDermo 


FROM P, F, O’Connell 




DATE; 3-10-75 


SUBJECT: iRECORDS SECTION - 

WOLUME OF FILES AT FBIHQ 




By routing slij) to Mr. Farrington, Mr. Mintz noted, ”. . . . Drinan told the 
A. G. on 3/6 that in 1968 he saw published figure the FBI had 6 1/2 million files. 
How could this number be the same in 1975?" * 

% 

Review of published FBI Annual Reporisfor Fiscal Years 1967-1969 
niaintained in Crime Research Section, External Affairs Division, reveals number 
of files was reported as follows: 


At End of 
Fiscal Year 

1967 

1968 

1969 


Number of Files 

5.425.000 

5.617.000 

6.088.000 


SAI External Affairs Division, is presently ass isting 

iWall Street Journal in preparation of article on Bureau. I 
informed him | 1 ~a reporter for Wall Street Journal h ad written 

articles on Bureau on 10-10-68 and 10-15-68 and that articles contained statement 
FBI had 6*1/2 mil lion files. T hese articles cannot be located in Bufiles, Bufiles 
reveal on 3r6-68, visited Bureau stating he was contemplating preparing 

couple of columns on FBI. In response to this request, he was furnished copy of 
Annual Report and a niunber of recent Bureau reprints. (94-3-4-.1 512-63j Mem o 
C. D. DeLoach to Mr. Tolson, 7-26-68, sets forth information that j | had 

interviewed former ,Si ^ l internal Revenue Service, regarding FBI. 

From ques tions asked ] | it appeared any articles on. F BI to be done by 

[ would be critical. Mr..'.Hoover-nd:ed, | j is a rat. ” (94-3-4- 

1512-66) On 10 -1-68. form er* Assist^! Director T. E. Bishop, External Affairs . . 
Division, stated ! I came to his office unannouncedjAdyising<^e;W^(^ri^/ 

a two-part story for his paper (WalLStreet Journal), 

observations that articles would be uncomplimentary to Bureau." (94.*^3 5A-4r5 j 


PFO:bpr 

( 4 ) 
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CONTINUED - OVER 
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Memo O’Connell to McDermott 

Re: Records Section - Volume of Files at FBIHQ 


As an observation, it is noted that at end of Fiscal Year 1968, we had 
5, 617,000 files and that possibility exists first two digits could have been trans- 
posed by anyone reading them. 

RECOMMENDATION: 
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FRO 






OMiONAl rOXM NO..IO 
MAY tUi tomoN 
0 »A CtH. RIO. NO. 37 
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UNITED STATES GOVERNMENT 

Memorandum 


Assoc. Dir. 


SUBJECT: 


MR. CALLAHAN 


DATE: 3/7/75 



M 

Corap. Sysf. 

Affairs 1 
Fliss & Coffl. 


J. B. 

fO 

FBI FILES 


0 



Spoe. Inv. - 
Training — . 
Legal Coun. 
Telephone Rm. . 
Director Sec'y _ 



Associate Deputy Attorney General Wilderotter called 
last night to advise that during a breakfast with members of the 
House Judiciary Committee, Congressman Drinan advised the Attorney 
General that he recalled seeing a statement as far back as 1968 to the 
effect that the FBI had six and one-half million files and, therefore, it 
was inconceivable to him that the number being given out today by the 
FBI remains the same. The Attorney General is desirous of any infor^ 
tion we can shed on this. 

Mr. Wilderotter also advised that ah investigator for the. 

Rockefeller Commission, who is inquirii^ into allegations that CIA may 
have been responsible for assassinations, contacted Wilderotter to gain ' 

access to the raw FBI files documenting our letterhead memorandum recently ^ 
sent over on 'ffiss- aspects of the Kennedy assassination. Mr. Wilderotter 
advised the investigator that the Department does. not desire to make such ^ 

raw data available and the investigator indicated he was primarily interested ^ 
in the Laboratory technique utilized in determining that certain photographs 
taken in Dallas, Texas, were hot those of E. Howard Hunt and Frank 
Sturgis. I advised Mr. Wilderotter that we would prepare a supplement^ 
letterhead memorandum explaimng how this conclusion was reached. 

Mr. Mintz was advised of these two requests and is haying 
appropriate communications prepared by the Divisions involved. 

ACTION: 


'V 

\ 


None. 





JBA:ams 
(7) ' 

1 “ Mr. Jenkins 
1 - Mr.. Gebhardt 
1 - Mr.', McDermott 
1 - Mr. Mintz 
1 - Mr. White 


rmation only. 
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mar 2\1975 
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1975 


OJf: Aj . c TL, 
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( Federal Bureau ctf Iwestigaiion 

SaivAnfonio, Texas 


Dear 


May 7, 1975 
PERSQNAIi 


4 


I lave received your suggestion that file fronts 
he printedi on both sides. E may interest you to know the same 
proposal has been considered numerous times in the past and 
. hot approved, tt^ros decided the cost for printing would he 
increased and, these fronts become mutilate thrpu^ constant 
use so that in most instances th^ wo4^ not be In satisfactory 
condition for reuse. 


'While favorable action was not taken in this, 
instance, the thoi^tfulness you displayed in submltting^ your 
. idea to me is indeed appreciated, 


b6 

b7C 



Sincerely yours, 
C» M. Kellejs 


Clarence ld. Kelley 
Director 


AssocVvIfa 
P«p. AD Aden. 
P«P>^A6 (nv<w«. 
Asst, Dir.: 

Adn\ln. - . 

Comp. S/st. - 
Exf. AffaTis — ^ 
-Files & Com, 
G«n. Ifjv. - - 
Idont. ■ - 


, 2 - San Antonio 

1 r Field personnel ;file 
1 -i Suggestions 
1 - Personnel^file d?r 
^L:dp^ ' ■ ^ 



Inspection 
Intell 
toborofory 
Plon. & tvol. 
,$p«c.'Inv. 
Tralnlnp 
Legal Coun 
Teloph 
Dlrecto 


( 6 ) 
NOTE: 



(Sugges i 

Sugge^4 

X 


* I jip pii 



75) 




M 

0 
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,55MAYi4i2if1 


lie ironts be printed bn both sides. 

' *1.^ * ‘ a. 

Same idea has been considered several times in pa^ and not adopted, 
mi ^ould be additional cost to run these fronts through equipment 
^ printing oh both sides. Fronts become mutilated through 

TYPE UNIT CD (note cont. page 2) Gro954.j« 







NOTE,: (Continued) 


constant use andln most instances they would not be in 
satisfactory condition- for reuse. There would be naargin for 
error* should front be placed on file with wrong side up showing 
incorrect file pumber. Due to these views, Training Djvisidn. 
recommends current idea hot be approved. 






Employee Suggestion 
FD-252j<Rov. sfl l-Sb) 


£P 


Director, FBI 


From; t(Sugqester*s name) 


• Api’il 2g, 1975 





^Current practice or rule (Include, manual cltatlon as well' as facts] 


y This form is presently used on the. one printed side, and Khen 
consolidated., is discsa^de4'* ? 


Advantages of sugqestl'on and.annual savings (Incluciovbasls £dr, estimate) * ' . * ... . y. 

' In consolidating files, the current practice, per the Mahue'l of Rules 
and Regulations, part 2,. .Section, 3> 11b-, states.; "files in ,all classifi- 
, cations must be consolidated witbinv six months after closed or ’referred ' * 
upon completion to office of nrigini"- " V/hen this is done., it leaves a fil 
top and bottom, from each individual case, pf which the bottom may be reus 
and the top i.s then discarded. - Most of the time, the file top ie still i 
excellent condition’ and could easily be reused. Being able to use two 
-sides would of course cut the need and cosh in half, and would also save 
time and money in shipping .and in trash disposal. 



(The use bythe United Stales of my suggestion' shdllVot form’the basis, 

.assigns upon- the United States: I-'understand that. I wlll,be..co'n8iderdd fi 
wlthiii' two years after submission.')* 

’ ftiJMr. iP Mrs. EZZlMiss 

- y- toignaruro axi 


Recommsndat^ons and comments of Division Head This»appears to be an excellent suggestion wi 

a sizeable potential ^ ^ 

Itjs, recommended® , uAyUr^ 
considered for adoption. 

,.i : ' . . Rkc: Signature and 'Title “ 


(Do- not write in this space.- for Bureau use only) / t ^ C\ ^ ^ 

r<\L • y , 










PROPOSED CHANGE IN 

^ JjIAnual of rules, and regulations 
%/« : ■ 


The loUowing should be incorporated as a separate paragraph 
in the Manual of Rules and Regulations, PartH, Sections, Page 15d, 
following E.l.d,: 

In considering the above it should be borne in mind when. 
a file is opened designating a mrticular individual as the 
subject of that file that the Bureau be in the position to 
justify the establishment and later the maintenance of that 
file on the grounds that there is sufficient jurisdiction for 
the Bureau to investinrate that matter as a separate activity^ 
This is also applicable to the use, of subfiles/ meaning that 
if such a file is opened it must meet this test. 


HNBmjw 

(4) 

NOTE: Based on memorandum 3/20/75 Bassett;to Callahan captioned 
"Case Load* Philadelphia Division; Inspection Matter"' as- well as SAC 
MemorandUrn 16,-75 dated 4/9/75, 



As$oc» DIr> 

Dcp. AD Adm. > 
Dep. AD Inv. ^ 
Asst«;Dir.: 
Admin, - . . 


Comp. Syst. - 
Ext» AffaU* _ 
Files & Com. 
Con. Inv, 

Ident, 

Incpaetlow 

IntelL __ 


Laboratory - ■ _ 

P.lon, & Eval* ^ 

Spec. In»«r.„, ^ # 

Trolnlng ^^ ^ y f f/ 

tTelephone Rm. 
tireetor Swg*y „ ‘ <^ih«irROOM,CZl. 






Not R,ECORC-iO 
9 , APR Its ,y7S^ 


■} ? |H3 






»8|-i ttfi'vH.i!! 

ilSCB 'Z-i 




TO 




^MlONAi fORM^NO. 10 
•MAT im 

Ort'ClN.'^tlO. NO.' J7 

UNITED STATES 


FROM 


TES GCM;RN^ 


RNMENT 


Memorandum 


SUBJECT: 


Mr. McDermot 


W. L. Baileyi 


SJG[GGESII0JELj£ae=2£. 
SUBMITTED by! 




DATE: 


9/19/75 


A>soc, DJr. 

D«p. AD Adm. 
Dep. AD Inv. . 
Asst. Dir.i 
Admin. 

Comp. 

k ' 



Loboratory , 
Plon. 

$poc. Inv, 




GENERAL INVESTIGATIVE DIVISION 


Telephono R 
Director Secb / C, 


ComnmnicatiQnp Division (FCD) 
suggestion that 


Comments of- Files an 
have been requested concerning 
a tag or stamp be used to facilitate availability and use of 
files by _o Jher L-Bur.eau»personneXjyhLen_the y are char ged out to 
and being held bv^fl^eedom of Information _Ac_t__(FO IA)""Section 
employees because of an FOIA request../^ .Pro posed 
would read as follows: 


Information in this file is needed in an FOIA request. 

Please return this file to in Room . i 

By . Subject : I 

The first questionli^ where would such a stamp or tag 
be placed; The answer; is to. place it on the pink forwarding 
slidijrF'brm 4-7 (copy attached), which is used to forward^F^file 
'TErofi'^the person presently holding the file to the next employee 
who needs the file. There may be several requests pending for 
the same file resulting in the names of several persons (and, 
other information) being listed on the forwarding slip, often 
requiring two or three slips for some files in great dem^and. 

Also, there are often several employees in FOIA Section»who have 
references appearing in the same general file in connection with|\J 
different FOIA requests at the same time, which could c^reate « ^ 
confusion as to which employee will need the file first even 
though all their names are on the fpijw.arding slip. However, 
the locate clerk would indicate on the'stamp or t^yfor the 
file to be returned to the FOM. Section erafi|g>5Se 
from, which may or may not b ^-'^j^| iig^eg t priority *TOIA requesi 
Use of proposed stamp or tag wb^a cut. .down on the available 
space to be used since two. .-or three lines of .the six lines on 
the Form 4-7 would be neede'ji for the stamp o"r"ta'g^evenHb®-the 
information proposed^ to be on the stamp or tag is shortened 

, 1 , ■ S OCT 1 1975 

Enclosure's;*- 


1 - Training Dii 


1 


«V\U- -la 

•2»uinc^ 

CONTINUED-OVER 


JlLWB:jdb 
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SEE ADDENDUM OF THE TRAINING DIVISION ON PAGE THREE 
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Memorandum W. L. Bailey to Mr. McDermott 
Re: SUGGESTION #86-76 


because of space limitations as follows: 

FILE NEEDED FOR FOIA REQUEST: 
RETURN TO : R M j . 
SUBJECT: 


Considerable thought has been given to this suggestion 
and it was discussed with the locate clerks who would have to 
use the stamp or tags. A stamp is definitely not feasible be- 
cause it would be highly impractical for a locate clerk to carry 
a stamp and stamp pad around. If the Forms were stamped or 
printed in advance, the locate clerk would have to carry both a 
supply of 4-7 Forms with and without this notice which they 
felt would be objectionable. Also, this would not overcome the 
need to put this notice on a Form 4-7 already on the file list- 
ing other names of people who are to receive the file after the 
FOIA Section employee. In such a case, it would probably be 
necessary to execute a routing slip with this information on it 
and attach it to the file. This would be an additional step for 
the locate clerk as instructions call for a serial marker Form 4-49 
to be*" executed and attached to the file (marking the serial re- 
ference or outside the file if a main file request) which is to be 
delivered by the locate clerk if the file can be released by the 
person who has it when it is found by the locate clerk. 

Attached are samples of two types of pressure sensitive 
labels that could be used on Form 4-7 to possibly acco^date the 
basic information suggester had in mind. The blue label comes in 
flat folded 8" x 12" sheets of 24 labels each and the white label 
with the red border comes in rolls of 250 each*. Computer Systems 
Division' could print these quickly and the. locate clerks could 
carry a supply^ (preferably the flat sheets of labels) around with 
them for use when heeded, ^he locate clerks are not enthusiastic 
about using these labels but it is recommended that this procedure 
be used ‘for a trial "period of . 60* days. 


RECOMMENDATION: 


^ For referral; to Suggestions Desk, Training Division, 
for appropriate acknowledgement. ' * * 




Memorandum W. L. Bailey to Mr. McDermott 
Re: SUGGESTION # 88-76 


ADDENDUM OF THE TEAMING DIVISION, '^ML:sli 


,^L:sli?^24/75. 


Due to the foregoing request of toe Files and 
Communications Division, Training Division has no objection to the 
trial period recommended. It does appear that this system would be 
complicated and might not prove beneficial in handling this procedure; 
however, during the trial period it is believed that a better system 
may become apparent; There is no doubt many problems exist 
with respect to handling these file requests. 




RE COMMENDATIONS : (1) That the suggestion be acknowledged by the 

attached letter and the suggester advised that a 
60 -day trial period is being initiated regarding this procedure. 


(2) On approval, this memorandum will serve as 
the authority for the Files and Communications Division to take the action 
necessary to implement the trial period. 


(3) Upon completion of tliis survey, the Suggestion 
Desk, Training Division, should be advised of the final decision so that 
final action. may be taken with respect to the suggester. 


to- 



W- - - — » - f > . 
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4-7 (Rev. 4-27-71) 

o 

FORWARD THIS FILE TO SUPERVIS( 

PLEASE TRANSFER, CALL EXT. 

( 

DR 

0 

3 • . 

IN ORDER LISTED 

SUPERVISOR 

ROOM 

SUBJECT 

SERIAL. 

DATE 























'^JFILE NEEDED FOR FOIA REQUEST: 
JRETURN TO: RM, 

SUBJECT ; 
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4-'? •■(Re^>v 4-27-71) ^ 

FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED 

PLEASE TRANSFER, CALL EXT.| 

SUPERVISOR 

ROOM 

SUBJECT 

SERIAL 

DATE 


















FILE NEEDED FOR FOIA REQUEST: 1 

RETURN TO: RM. ^ ^ 

! SUBJECT: 



Enclosure to Bteraorandum W. L.^.Bai^ey to Mr. McDermott dated 9/19/75 
LWB:jdb 




OMIOHAI fClM NO. to 
MAT ffU lOmON 
OlAOtN. Ito. NO. tf 



TO : 
from" : 

SUBJECT^v 

r 


UNITED STATES GOVERNMENT 

Memorandum 

Mr. MoDermot#^ 




Ajsoe. Dir. 

Dap. AD A<fm< 
Dap. AD Inv. « 
A«it. OIr.: 
Aimln. 


DATE: 7-16-75 




O 




b6 

b7C 


Comp. Syit. ..A. 
EkU AfhUslM^ 

CtnCpniv. T-T-n-,,-1- 
■ - — - - -_ 

Inspactlon 


MAINTENANCE OF FILES AT FBI HEADQUARTERS 


Loboratory ... 
Plon. & Eval. 
5pac* Inv. — - 
Troinirtg ■ 
Lagal Coun, m. 
TaUpAooo R»- . 
Ditaetof SacV .. 


The purpose of this memorandum is to recommend formalization of 
policy concerning maintenance of files at FBIHQ, including those kept in the 
Special File Room and in the offices of various FBIHQ officials. 

The vast majoriiy of the 6, 500, 000 files maintained at FBIHQ do not 
present any special maintenance problems, and this memorandum is not suggesting 
or recommending any changes in procedure with respect to those files; however, 
there are certain files which do require special handling and it is this small grotp 
of files which will be considered here. 


K 

i 


The £5pecial File Room is located in Room ,5847, JEH Building, access to 
this room is limited, and at the present time, approjdmately 8, .700 files are 
maintained in the Special File Room. These files can be broken down into three 
general classifications; namely, special files. Bureau 'Source files, and "June" 
files. The special files contain information of an extremely confidential or 
delicate nature such as data concerning highly sensitive criminal or security 
sources, information concerning individuals who because of their positions or 
because of its nature to which access should be limited, and some of the more 
offensive obscene material collected in connection with FBI investigations. BureaiT' 
Source files concern highly sensitive security information. "Jxme" files pertain 
to matters involving technical surveillance. Bureau 'Source files and "June" files 
are, by established policy, maintained in the j^ecial File Room. Gbod ju^ment * 
and common sense are the' criteria for designating other files which are tcJne \ 
maintained in the Special File Room. i 

vS 

One other category of files, other than those kept in the Special File \s 
Room, receive special handling. That category is those files which are kept in 
Intelligence Division space, General Investigative Division space, fecial Investi- 
gative Division space, in an Assistant Director’s office, ,or the Associate Directoj^f 
office. Total files in the category number approximately 380. 

r-C'/:- 2.3/ f' 




1 - Mr. Callahan (sent direct) 

1 - Mr. Jenkins (sent'direct) 

1 - Mr.^'Adams (sent direct) 

8 4 JAH 4 .Sll9^sistant Directors (sent direct) 
HRH;jtw:bpr 

^^xTrpmTii5n_^OVER 


NOT 

170 dAh 4 1978 
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Memorandum! jto Mr. McDermott 

Re: Maintenance of Files at FBI Headquarters 


b6 

b7C 


In the past, the Assistant Director of the division having supervisory cogni- 
zance of a particular matter has had the responsibility of determining what files 
should be kept in the Special File Room or maintained in one of the investigative 
''division’s space or in another official's office. With complete perimeter building 
security, telelift transmission of files from one division tp another in sealed con- 
tainers, and considering that Files and Commimications Division’s space is manned 
24-hours a day, 7 days a week, any special maintenance practices for files should b( 
restricted to those instances where the file requires extraordinary security that the: 
fecial File Room does not afford, or, during a "special" where there is virtually 
an almost constant need for immediate access to all volumes of a file, but never as : 
matter of mere convenience or preference. 

Memoranda mxist be prepared by the ^propriate official when special main- 
tenance of any file is desired and approved by the Deputy Associate Director 
(Administration). This procedure should be adhered to in every instance and 
procedure formalized into policy. 

Files and' Communications Division does not propose* any' changes in indexing 
procedures with respect to any files kept in the Special File Room, in an inyestigati\ 
division’s space, or in the office of officials at FBIHQ. Files which are maintained 
in the fecial File Rqom,in-,an investigative division's space, or in the office of an 
official at FBIHQ are not "flagged" in the general indices.. The indices will merely 
identify a file number. An employee who is looking for a file which is. designated foi 
maintenance somewhere other than in our regular filing space will determine this 
information upon going to the file cabinet where the particular file- would normally be 
stored. The fact that particular file is maintained elsewhere is noted on a card whic 
serves, in-.effect, as^ a chargeout and indicates where the file is kept. Files which 
are maintained in the fecial File Room have a label affixed to the file cover stating 
that file is one that is maintained in the fecial File Room. These procedures 
should remain as they are.. 


Inasmuch as space in the l^ecial File Room is limited, the number of reques 
for placing files in the l^ecial File Room is increasing, and there is an indication al 
FBIHQ supervisors are unaware of procedures to be followed^with respect to placing 
files in thel^ecial File Room, it is desirable at this time to advise FBIHQ super- 
visory personnel of the existence of the Special File Room and the administrative 
procedures to be follov/ed to place files in the fecial File Room. 


RECOMMENDATIONS; , 

1. That special files, Bureau sqxirce files, and” June" fHes continue to be 
kept in (fecial File Room. 


VAC'? 
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KO Mr. McDermott 


Memorandum 
Re: ‘Maintenance of Files at FBI Headquarters 


be 
/ C 


RECOMMENDATIONS: (Continued) 

2. That FBIHQ supervisory personnel be advised, formally, of the 
existence of the Special File Room and the availability of the special handling and 
limited access services which are provided. Attached for approval is proposed 
Memorandum to All Bureau Officials and Supervisors, as well as proposed revision 
for Manual for Bureau Supervisors. 


3. That each official on the Assistant Director's level or above have 
authority to designate maintenance of any file in the fecial File Room, such 
r^uests to be transmitted to the Files and Communications Division in 
memorandum form. 


4. That requests for authority to maintain a file in space other than 
controlled by the Files and Communications Division require the approval of the 
Deputy Associate Director (Administration) and that such instances be limited to 
a bare minimum. 
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Septembeir 26,. 19*75 
PERS013;4I» 


Federal Bureau of. ] 
Washington, I>.. C, 


Dear 


restigation 



I have received yoiln suggestion that a stamp or tag. 
bearing certain iitformation be used in connection vdth file requests 
when these files located in a jrairticuiar uMt. After carrfdl 
consideration, it has been decided that such a i^cedure vdll be 
utilized on a sisty-da^ trial basis to ascertain it it woidd be bene~ 
ficial in handling this work* You will be advised of the final 
decision ^ the matter; 

The interest and Initiative which pronipted you to. 
submit your idea to me are indeed appreciated. 


MAILED 7 

SEP 291975 


ahicereiy yours, 

' ■> p,:j CfeIfe a 

Ctoence M.. Kelley 
Director 


1 - Mr. Gallagher 


/;L ^ .Personnel file of 

Oep. io Inv. 

(^ggestion 86-76) 


liJdTE: Based on riifeiSidrandum W. L. Bailey to Mr. McDermott, LWBndb . 


.9/197’7^P®|^|ge§t3ibn #86-76 Submitted by. | 

rrt'L n x__ 1* TN* : • ii.'U ^ ^ ^ 


Inspection 
Intell. 
Loborotor/ 
Plon. & Evol. 
Spec. Inv. 
Trolning 
.Legal Coun. 
■Telephone Rm... 
Director Sec*W 


/ ’ 7 ^ ' I I. I 

— General Mvesligative Division with addendum by the Trainii^ Division, 

TELETYPE UNIT r~^. opo : w7;,o*- >69-920 


OPO : 192^,0 - >69-920 




Br.ployo6^u^%stlQti ' 
FD-252 (Rev, 9-U-S9) 


& 





Director, FBI 




August 5, 1975 b6 _ 

DlvlsloK oi Assignment b7C 

General Investigative 


SUGGESTION W hen a file bein g h eld In the^ ^^eedom of .Infor ma tion Act (FOIA), . 
- Uoivfc-ig. also n eedegni!n*"ano^er_ the Bureau ," the f ile^^ho ul^be,,: 

'^orwarded^d’The^reguesting Section witE 

a]EllcHi3j, Information xn this fxle is needed in an FOIA request. , 

Please return this file to in Room . 

by Subject ^ , ' ♦. 

(date) 




Current practice or rule (Include manual citation as well as facts) tO the WOrklOad in the FOIA Bni 

it is often difficult for a requested file to be located. When a file is 
located FOIA Unit dpes not release it until their work, is completed. " Thi] 
causes files to arrive late or comoels reauestina Unit to walk -ho^ROTA^J 


Advantanes oi suggestion and annual savings (include basis for estimate) Unit tO revieW file. 

_ i 

1. Other Sections of the Bureau will receive pertinent files when needed 

2. The requesting Units and locate clerks will hav^ more time to devote 

to their other work. ^ ' . 


JiEC -51 


^•"9 ’ •* • 

l-i- : Aj ' 

£~* _ r -wniiiwin^Mij*^ 

^ 3/ r-migf 




Disadvantages of suggestion goth tho' rocoiving Unit and FOIA Unit must^f^isw^'6 
insure the files return to FOIA Unit; " 

' B OCT 1 1075 


'(The use by the United States of my suggestion shall not form the basis, of a further claim of any nature by«m e, my heirs, or 
assigns Upon the United States, (.understand that I will be considered fo*r jgestion Is adopted" 

.within two years after submission.) ^ So 

^Mr. □Mrs, •□ ^ J ■ ' ^ 

. Signature and Title ot Suggeeter 


Recommendations and comments pi Division .Head ReCOghiZing SpCClal prOblemS Inherent in 

FOIA workload, General Investigative Division feels such a 
stamp or tag has merit when consd^de^injg -the gfgwing 
of files created by the current 
practice. 


(Do not write in this spacer for Bureau use only) 
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tJkmiaryBl, 1976 




PERSO^IAL 

u ,^3 /^-^7/ 


Federal Bureau of Investigatioa 
Washington, D. C. 


Dean 


b6 

b7C 


Your su^estion lias been received that a system be 
implemeated for returning certain mterial to files by personnel in 
a particular section. It may interest you to knov? this proposal has 
been negated ly a new searching procedure which was implemented 
by a letter from the Department of Justice. 

I appreciate the interest which led you to give me 
the benefit of your thoughts on this matter. 


MAILED 7 


JAN 2 1 1976 



1 - 'Mr, McDermott 


Sincerely yours. 


C. M. Kelley 

Clarence M. Eeltey 
Direc tor 



TT 


1.- 


A, 


il - Personnel file of 
(5) (Suggestion 339-76) 

NOTE: Suggests implementing*^a|system v^hereby FOIPA .personnel could 
return to file all those files which; con^in "See" references to their 
subjects. 

^^^IJiles and Communications Division noted this idea concermng 
MSee'^'Tieferbnces has been negated by new searching procedure implemented by 
— Deputy Attorney General Harold P. Tyler, Jr., letter to the Director^ ^ted 
sp.«.in».,.J^.4-2yi8/{75-.h this observational Training Division recommends no" further 

^™;"'"»--;;^^actW regarding this proposal. ' 
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|97ft 

Director Sec'y MAIL RO 


room(Z£3-*^bi 






GPO : 197S O - 





^mplo^ee Sufloestion 
FD-2-S2.(R»v*^ 1-S9) 


Director, FBI 


SUGGESTION 


From; tSucoester's nomel 


Date 

■ ’ 

M-76 

' 

Division of Assignment 

bo 

Files 

b7C 


My suggestion consist of implemehtin^a system where 
pe rsonnel .c ould-Jc.e.turn^tOwfa 4^e , al l ^ffio s^^il es which cont a^n^^ 
"Se^’*”^^'erences to their subjects. (See^**a^aCh'et5‘) . 


. 'J, 




Current practice or rule (Include jnanual citation as well ds facts) ' ' “ - ’ 

Hold ail files until processing and final outgoings are 

completed’.: 


Advcmtages of- suggestion and annual savings (Include' Sasl's. for estimate) 

Advantages Would include greater efficiency an^ utili- 
zatiph ,of space by FOIPA. personnel. The greatest advantage would 
'be that fewer files would be kept witlfiin the section making th^m 
available to othei;s within the FBI . Since fewer files would 
in the, section , there would be less, work for the locate unit^/ 
Savings to locate unit would be- lp-i'5 hour s per day or*10 / 8 5?^/^ J 
'?16i, 281 annually . Time saving: es.tixnated by I \ X 

” Supervisor, locate unit. Monetary savings calculatjed- -by § 

Ivon Sbden- of Division. 3. Lt would be difficult tOuCalculate**r 
the monetary savings achieved through the increased-'efficiency 
and.ntilizat.ion of personnel made possible by this suggestion.. 


Dls'ddvan'tages of suggestion 

Time’ involved in implementing suggestions. 


(The use by.ithe United States of my suggestion .shall not form the basis of a, further crdlm of any rtature by'me, my heirs, or’ 
asslgns'upon the United. States. I- understand that I, will be ^considered Ion Is adopted 

within two years after-submission.)- I 

: ’ [ELr. EDMrs. OmIss 

* ly , ^iigumuuf uiiu ui ougijJ ster r\A toJL 


^ecbxbmeVidatlons and comments.of Division Head. 

Tkis suggestion Concerning "See" references has been negated by 
new searching procedure implemented by Deputy Attorney Genpral Harold P 
Tylef, Jri, letter to the Director dated 12/18/ 








When, ah analyst receives a- search slip-^, he -generally 
calls the file or sends, the. slip to File Review.- In. either 
case he eventually has many files in the section eyen though 
his only interest may be a few "See" references, idy suggested 
system would require the analyst to immediately send all Ident 
"See" references to serial removers for xeroxing .before reviewing 
the references for dissemination. When the xeroxing is ’completed 
the file would be return to file- analyst; would then Vork 

with the xeroxed copies. The only foreseeable .exception to 
this procedure would be when the reference is classified- . It 
would then be necessary to ;hold the file pending .a elassifi- 
c.ation memo tp Division 5- When' the .final letter with 
eneiosures is sent, the. analyst would then call th®. file and 
-stamp them. This \Wuld eliminate -holding the. files in the ' 

-FQIPA Section. - 

^ 1 - 
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November 20, 1975 


PROPOSED CHMJGES IN 
NANUAXi 'FOR BUREAU SUPERVISORS , 






Seoblon 12 f " (3) , 0# lesb ^^ere^repb , 'secoxx(^ 'Hre^ 

delete ‘*13th & R Buildings* ” 

Section 14, (2) , page 9/ amend idiird and fourth sentences 
to read as follot'/ss’ 

/io ■' ^i3-es called by clerical personnel must be 

/ ‘ ' "the ~ name ''-of 'the ' A^nt Supervisor f or ^ whom 

he or she is working arid to the attenti6n"'of the. 

person who' ^ 'actoaally^ use 

example f^rcierk or_ Stenographer . performing work 

for Agent Doe wouid, request. file for “Agent ~ 

^ Doe t attention Miss _ Jones f~^* . Room , 

extension and 7**l^gui^ 
de pending bhV the'-' urgency of the request^ 

Section .14, (19)., .{^) t pau®' delete last tv;o paragraphs. 

Section 32, page 44, amend third line to read as follows: 

of Records ^Disposal, Act, Title 44, USC, Section 3303a. 


Assoc 
Dep. AO AJm, 
'bep. AD lav. 
'Asst. Dfr.: 

A^mln.. 

Comp# $yst. ^ 
Ext. Affoirs 
Ffles & Com. 
Gen# lnv< 

Menl. - 

Inspectfon 
Intel)!. 


NOTE : Changes. , submitted to bring manual up-to-date . 

No change in. Bureau policy involved. 

, - .MF .. ,4k 

».i^™D:eyp 
^ (6) 



Labofotory m. 
Ploni; &^jEvol 
S]MC.. Inv, 
Troinlng 
tegal, 

T.'ipfj' 
'DU^tVr§ecV 


lining ^ 

aoEC29WJ 



MAIL. ROOM, 






NOT ti 

^."-v (i '?5 


TELETYPE UNIT CZ3 


OPOS 34 .S 45 


UNRECOBDBD COPY mED ^ ^ S 



OfriONAl fO»M NO. 10 
MAY IfAl tOinOH 
OSA C(N. AtO. NO. 77 


4 

501 O-I 0 A 


UNITED STATES G<yiRNMENT 

Memorandum 'Return 


Q 


to; 7541JB; 


TO 


FROM 


Mr. Jenkins 


W. M. Mooney, 
' 7/<^5 


DATE: 2/^3/76 



b6 

b7C 


SUBJECT: FILE TRANSMITTAL SLIP (Form 4-49) 

SUGGESTION 357-76 SUBMITTED BY 




Assoc. Dtr. -- 

Dej>. AD Adm. » 
Dep* AD Inv. _ 
Asst. Dir.! 

Admin. ' - 

Comp. ^y»- 
Ext. Affairs -- 
Fliss & Com. _ 

Con. Inv. 

Idont. - 

Inspoctlon - 

Intsll. . 
Loborotory . 
L«gol i 
Plan. 

Spse 


igot Court. y 
on.& Evol. 

•«c. Inv. — ■ 


Dfroctor $ec'y _ 


INTELLIGENCE DIVISION 


SUGGESTION ; Pro^ses the ^elelift 'Station number be written on th^ile transmittal 
^slim For m/4-49T^ iiiectLv,aboy.e_thejmQnuiumbe3 i.to ■which destined. 
The file transmitta slip. to |)lace'd on top of the file, or in a file at a serial-, when 
the file or serial is requested. 

CURRENT PRACTICE : Suggester states the telelift stations are now operational at 

FBIHQ;, All files requested are placed into the telelift 
boxes for transmittal. When an employee requests a file, the employee currently 
furnishes the riame-of the person to whbm .the file is . to be charged; the' subject 
matter; and, the room number t:o which the file is to be sent. This data is recorded 
on the transmittal slip which accompanies .the file to its destination. 


ADVANTAGES: SA| [beiieyes this procedure will expedite sorting of files by, 

‘ ii T • 1 -1 .1 j-t • T ■ 



the Filing Unit when files are- placed in the various telelift boxe 
There are how several telelift stations oh each of the floors. For example, in 
Intelligence Division (INTD) space- on the fourth floor there are two telelift statioffs 
(#242 and #232). Depending upon where the file is destihed, it must go to one or the 
other specific statipn for delivery. It would be a simple process for those employees 
who receive files through the #242 station to mention that number as the telelift 
station when requesting the file, either orally or in writing. Likewise, the same 
would be true- of those using the #232 station. (Even if only one station in a division 
is used, it would save Filing Unit employees- the need for to^4ng'«uprthe''[diVisio 
telelift number each time.) — 


7- REB-X3 







If tois proce(Kre^were institoted^ it would save the Fil i ng Un it 
personnel considerable time, which is now'usedvto^look.upiaie^xact'telelift station 
which would be involved to route the file tojthe proper individuaL If the three -di^t 
telelift number is written, directly above the-jcppm numbef on the^transniittal slip, 
accompanying the file, it would eliminate allrtime-utili Filing Unit pef^^ph©! 

looking up the proper, telelift station. 




Enclosure 

A^L:slp“^vp 

1 - Mr. McDettnbfT(Attention 



CONTINUED - OVER 
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Memorandum W. M. Mooney to Mr. Jenkins 
Re: File Transmittal Slip (Form 4-49) 

Sli ggfiStiO Ti .chihpm'f-tpH By 


SA 

Intelligence Division 


bo 

blC 


Savings could be estimated by the Records Section based on the 
number of minutes saved each day multiplied by the number of workdays for a 
year. An indication of potential annual savings is the fact that in INTD alone, an 
average of about 300 files, are pulled nightly by Filing Unit. If each of these now 
requires 15 seconds time for the Filing Unit personnel to determine to which telelift 
station they should be sent, this idea would save 75 minutes each for INTD files alone. 
This figure does not include files pulled during the day for INTD. 

The proposal, if adopted, could also save a smaUer amount of time 
within each division when files are routed intradivision or interdivision. This same 
procedure might be adaptable to other iteihs being sent through the telelift system, 
such as messenger envelopes designated for specific individuals and room numbers 
when the telelift number is known. 

The important thing to be considered is efficiency and timg, not 
necessarily monetary savings, although the latter would be achieved based on time 
and efficiency. 

OBSERVATIONS: The Intelligence Division deferred to Files and Communications 

Division regarding this matter. 

Files and Communications Division pointed out that the Filing Unit, 
which is responsible for charging* out and transmitting files upon request, indicates 
that this idea would aid their operations. It would be a definite benefit in sorting 
files. The Records Management Unit would like to amend the idea to include the 
telelift station number on the ’’FBI Telephone Directory” so that.it can be used by 
the Filing Unit locate clerks when attaching the forwarding slips (Forms 4-7) to 
files. This would also be a ready reference for station numbers to be used.for items 
sent by routing slip or messenger envelope through the telelift system. Since the 
proposal with amendment would expedite the sorting .operation of outgoing material 
at the telelift stations, its adoption was recommended. 

Training Division has discussed the amended portion of the idea 
with Files and Communications Division and it is noted that a system for obtaining . 
this information from the various divisions will have to be worked out by tlie 



Memorandum W. M. Mooney to Mr. Jenkins 
Re: File Transmittal Slip (Form 4-49) 
Su ggestion 357-76 Subm itted By 

sa T~ 

Intelligence Division 


b6 

b7C 


Communications Section; therefore, it cannot be implemented immediately. It 
has also been ascertained that Form 4-49 does not need to be revised since when 
the system is working as it should a computer printout will contain this data and 
Form 4-49 will be deleted. 

RECOMMENDATIONS: (1) That the suggestion with modification as noted above 

be adopted and the attached letter be forwarded to the 
suggester advising him of this fact. 


(2) On approval, this memorandum will serve as the 
authority for the Files and Communications Division to take the steps necessary 
to implement the idea as modified. 




Emplqyga Sug^esliorf"” * 
FD-25rt?tev. iS'-TNS'i) 


Director, FBI 
SUGGESTION ^ 


From: (Su^gestor's name) 


January 13, 1976 


Division of Assignment 


SUGGESTION 1 Su b & ^ ^ 77 ^ 

tl^e/ Talelif t station number^ba^ wr lLt^t en on trans- 

T^ie^Ile transmittal slip (^Form 4-49^ is placed on top of tfie^'^O.e, or 
in a file at a serial, when the file or serial is requested. 

O - 


Current practice or rule (Include manual citation, as well as facts) 

At FBIHQ :the Telelift stations are now operational. All files 
requested are placed into the Telelift boxes for transmittal.^ When an 


KS4l II • ■ VS \tifS 


Advantage's o£ suggestion and annual savings (include basis for esUmate) ^COtltitlUlGCl IlGXu 

This will expedite sorting of files by Filing Unit vg-hen fi 
are placed in the various Telelift boxes. // 

We now have several Telelift stations on ebch of the 
For example, in Intelligence Division (INTD) space on the 4th fTooif 
there are two Telelift stations (#242 and #232). Depending upon wherev^ 
the file is destined, it must go, to one or the, other specific st-Ation 
for delivery. It. would be a simple process for those emplcjyees ,wlio " 
receive files through the #242 station to mention that, number as the 
Telelift station when requesting the file, either oraijLy or* in \^iting. 
Likewise, the same would be true of those utilizing the #232 station. 
(Even if only ope station in a Division is used, it woul<i save Filiqg_ 


Disadvantages of, suggestion 

None known, since every person requesting file would'have 
ready access and taaow ledge of the Telelift number thr©«^ ^whieh—fetey 
would receive the file. PYln 

m FEB 13 1376 




Cnie use by the United States of my ^suggestion shall not form the ba 
assigns upon the. United States. I understand that I will be considere 
within. two years after submission.) . 

Klhir. CZlMrs. EU Miss 


Recommendations and comments of D.lvision Head 

Suggestion appears to have merit. t 



W. R 




Signature and Tlt)^ 


(Do not write in this space •. for Bureau use only) 
V.9V.VtV 
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CURRENT PRACTICE OR RULE; (CONTINUED) 

the person to whom the file is to be charged; the subject 
matter; and the room number to which the file is to be sent. 

This data is recorded on. the transmittal slip which accompanies 
the file to its destination. (No, specific manual citation 
involved). 

ADVANTAGES OF SUGGESTION AND ANNUAL SAVINGS; (CONTINUED) 

Unit employees the necessity of looking lip- the Division Telelift 
number each time). . 

If this procedure is instituted, it would saye the 
Filing Unit personnel considerable time, which is now) used to 
look up the exact Telelift station which would be involved to 
route the file to the proper' individual. If the three-digit 
Tele lift number is written directly above the room nxomber on the 
transmittal slip accompanying the file, it would eliminate all 
time utilized by Filing Unit personnel looking up the proper 
Telelift station. 

Savings can be accurately estimated by Filing- Unit 
and/or Records Section based on the number of minutes saved each 
day multiplied by the number of workdays for a year. 

An indication of potential annual savings is the fact 
that in INTD alone, an average of about 300 files are pulled 
nightly by Filing Unit. If each of these now requires 15. seconds 
time -for the Filing Unit personnel to determine to which Telelift 
station they should be* sent, this suggestion would save 75 minutes 
each for INTD files falone. ‘ This figure does not include files 
pulled during the day for INTD. 

This suggestion, if adopted, could also save a smaller 
amount of time within each Division when files are routed intra- 
Diyision or inter-Division. 

% 

Likewise, this same procedure, that is, utilizing the 
Telelift number, might be adaptable to other items being sent 
through the Telelift system, such as messenger envelopes designated 
for specific individuals and room numbers when the Telelift 
number is kiown. • , 

The important thing to -be •consider'Cd is efficiency and 
time, not necessarily monetary savings, although the latter would 
be achieved based on time and efficiency. 



lV 





ADDENDUM INTELLIGENCE DIVISION VRT;adn 1/16/76 


Inasmuch as this matter pertains strictly to the 
Files and Communication Division, the Intelligence Division 
defers to the Files and Communication Division for recommendations ‘ 
in this mat tens 






TO 


FROM 


^.^JbIeCT: 


ornoNAi*foitM NO. 10 _ wio-ioo ^ 

lomoM f 

C$A CIM, ItC. NO. if 1 

United states government 

Memorandum 

Qd 


Mr. McDermott^^P^^^ 

DATE: 3 / 5/76 


W. L. Sailey'J*^!^ 
.qnnaR.c^'PTmM 
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SUBMITTED BY I 




GENERAL INVESTIGATIVE DIVISION 


,Asspc. Dir. . , . ii,„ 
D«p. AD Adm« 
Dep. AD Inv. 

Asst, pir.: 

AJmln. _ 
Comp. Syst. ■ - 
Ext. Affairs - 
Files & Com, 
Gen. i"** 

(dent. 

Inspeetiofi — ■ -- 

Intell* 

Leborotory _ 
Plan. & Eval. 

I Spec. Inv. / 

Le9ol Coun. _ 

Telephone Rm. 

Director SecV>— • 


Captioned employee suggested ttot -aMag^jriMt.amp 
be used to facilitate availability and use_ o3^ files tfy 
other Bureau personnel when they are charge^ out to ^d 
are being held by Fre^om of Informa tion - (FOIA) /section 
employees ~beicran^' of" an~'F0lA"feques1:. "'Ite-^rpposed /the" 
tag or stamp would read as follows: T 

Information in this file is needed in an. FOIA request. 

Please return this file toj in Room . 

B y . . . :• Subject . 

. ' (date) “ 

My memorandum dated 9/19/75 (66-2319‘*269][, set forth 
comments of Files and Communications Division and advised that 
a trial period would be given a variation of this procedure^, 
using a pressure sensitive label placed on Form 4-7 (pink 
forwarding slip) to accommodate the basic information the 
suggester had in mind. This label reads as follows: 

. J I'. , ^ 

FILE NEEDED FOR FOIA REQUEST 
RETURN TO- RM. 

SUBJECT- 

The only instance where this label can be used' is when a 
file is found in the possession of ran FOIA (how FOI/PA^ 

Section employee and this employee allows a .Filing Unit 
locate clerk to take the file to. another Bureau employee who 
has placed the file bn locate. The idea of this, suggestion is 
that this label would encourage the FOI/PA- Section employee 
to release the file temporarily and encourage/the employee who 
placed the file on locate to handle it promptly upon receipt 
and return it to the FOI/PA Section employee without delay 
through the messenger (now Telelift system) 2 / 

i Training iDivislon 




1 Computer Systems Divisioir/* 


A,LV©:srag 

84 JAN 


^Qc 


M 4 


1373 



Memorandum W. L. Bailey to Mr* McDermott 
Re: SUGGESTION #86-76 


This label procedure was tried initially for a 
60-day period and then extended for an additional 90-day 
period. At the time this suggestion was made, the FOIA 
Section was required to include all "See" (serial) refer- 
ences in their review of JPOIA requests for information and 
this greatly increased the volume of files then being held 
by POIA Section. However, due to a new searching procedure 
^ implemented by Deputy Attorney General Harold P. Tyler, Jr., 
letter to the Director dated 12/18/75^ the number. of files 
being used and held by the now. Freedom of' Information-Privacy 
Acts Section (FOI/PA), has been reduced by 50^ or more with 
a somewhat similar reduction in the number of. times the label 
can be used. Although thei;e are fewer files Involved now, 
there are sfiill a large number of’ files currently involved 
in several court cases that FOI/PA Section employees find 
necessary to retain for dOrequent ready reference in spite of 
the label procedure. 

At the end of the extended trial period, a 
representative number of FOI/PA Section employees were 
surveyed to determine whether or hot, this label procedure 
had been beneficial to them- and. should be continued. 

Although some of the employees surveyed advised that- the 
use of the label procedure did not seem to make any difference, 
the majority said that it either did or should help on 
occasion. Some of the employees that indicated that the 
label should help stated that they had not had any actual 
experience to test the proceduii'e. 

It should be kept in mind tlmt the only time 
this label ^ can be used is v/hen an FOI/PA Section employee, 
who has a file needed by another Bureau employee, allows a 
Filing Unit locate clerk to take the file to the other person 
needing it. (Locate clerks are supposed to personally deliver, 
not send or route, a file to the person who placed it on locate 
when it is found and can be released. Even then, on many such 
occasions, the person to whom the file is taken will quickly 
review the file for needed information and hand it back to 
the locate clerk to be returned immediately to the FOI/PA 
Section employee (same procedure for others throughout the 
J, Edgar Hoover Building) who released the file temporarily. 
Therefore, since, this practice existed prior to the suggested 
label procedure, the need for a label does not exist in many 
situations where it could apply if the locate clerk did not ^ 
hand-carry the file back to the original holder of the file. 
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Memorandum ¥. L. Bailey to Mr* McDermott 
Re: SUGGESOMON i§^6-76 


The Filing Unit believes the suggested label 
procedure has considerably more limited value in practice 
than it does in theory^ but it is willing to use this 
procedure for only as long as thie benefits outweighta few 
administrative problems involved in its, use. A new supply 
of the label, revised to show "POI/PA" instead, of "POIA^', 
will be obtained through the Computer Systems Division. 

RECOMMENDATION; 

For referral to Suggestions Desk, Training Division, 
for appropriate action. Appropriate letter to the. suggester is attached 

for approval. /V' 
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March 17, 1976 
PERSONAL 




Assoc. Dh. 

D«p. AD Adim. . 
Depn AD Inv, ^ 
Asst. Dir.: 
Admin, j 


Federal Bureau of Investigatioa 
Washington, D. C. 




Dear 




‘■^3 


Reference is made to your suggestion that a stamp or 
tag bearing certain information be used in connection with file requests 
when these files are located in a. particular unit. It is a pleasure for 
me to advise you that a modification of your proposal is being placed 
into effect wherelQr a pres^re-senMtive label containing pertinent 
informatibn will be used on Form 4-7 when a file is not delivered and 
returned to the Freedom of Morimtion - Privacy Acts Section em- 
ployee by the locate clerk. 

I want to e3q>ress my appreciation to you for giving me 
the benefit of your thou^ts on tiiis matter, 

i- HECrSa. / / 

Sincerely yours, ^ ^ 


y 

/MILED 6 


MAR 191976 _ 


G. M. 

Clarence M. Kelley 
Director 


4 




Comp. Syst. ^ 
Ext. AKoif» 
Files & Com. . 
Cen. Inv. - ■ 
■dent. . . 
Inspecllon 
Intell. 
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^ 1 - Mr . Gallagher 

^ 1 - Personnel file of 
.'^iAiL:slp-‘zaA.<P 

’ (6) (Suggestion 86-76) 

I NOTE: Based on memorandij^m W. L. Bailey/Mr. Mc Dermott, LWB:smg, 
3/5/76, »Re: SuggeRion #86-76, Submitted By' 


General Investi^tive Division. 




Lohorotory ^ 
Plan. & Eval. 
Spec. Inv. 
Trolning 
Legal Coun. « 
Telejphone Rm, 





TELETYPE UNIT CD 


OPO : 1975 O - 5C9‘'»20 











a ; 





tX-llffi 


""Fe'EriT Si^ii ofWestigaUon 

liOuisviile, Kentucky 


Dear 




AprE 23, 1976 
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CTJ 


-■Q. 



UJ 

O 


<- 

ryj 

m 

Urn 


OS' 



la.' 



<c 







Assoc. Dir. «... 
Dep. AO Adm 
0«p. AD Inv. 
Asst. Dir.: 

- Aim 
’Comp<^ Syst 
Ext. Affairs 
Files & Com. ^ 
Cen« Inv. ^ 

Idont. MMMW 

Inspection . 
Intell..^*.. 


Thank.you for the suggestion that four-inch cardboard 
strips he prepared at FBI Headquarters for use by field offices /rohen 
consolidating closed f Ees, It inay interest you to know this procedure 
pffas thoroughly evaluated at the time it was initiated. There is no 
equipment available at FBI Headquarters which can accoinplit^ this 
work and the cost involved ia obtaining studi items from a commercial 
firm would be prohibitive. 

Alihbug^i favorable action was not M:en in this instance, 
I appreciated having the benefit of your thoughts on the matter. 

Sincerely yours, 

C. Mi 

Clarence Bil. Kelley 
Director 


fair. 

r^-. V 


2 - LouiOTille 

1 - Field personnel fUe 
1 - Suggestion file 

personnel file of 
sip 

(6) 

NOTE: 


Lohofotory 
Plon. & Evol.,^ 

Sp«c. Inv. - - ■ i_ 

Tro!nln9 - — 

L«9oI Coun. 

Telipfioaa ^ 

Oiree^riJee V 


(Suggestion 518-76) 

^ggests four -inch cardboard strips (same material as used for 
File; F|]^onts) be preprinted, creased,b and holes* punched by the 
Bureau for use in^/^p^^soli^tions ofvclosed files (sample attached) . 




TELETYPE UNIT (ZD CONTINUED - OYER 


GPO : ld7S O - $69*920 




o 


d 


PederaL Bureau of Investigation 
Louisville, Kentucky 




b6 

b7C 


Training Division opposes adoption. The current procedure 
for making these strips in field Offices was placed into, effect due to a previous 
suggestion several years >ago. At that time a thprCugh survey Was’ made 
regarding the matter by the Inspection Division.: There is no equipment 
available at FBIHQ which can a^ccomplish. this task. There is a pompier cial 
firm which manufactures a product called ’’Remtag JEnd Folds’* which could be 
.utilized tor this purpose; howeyer, the expense; involved in obtaining this 
product was considered to be. exorbitant. In addition^ the end tags, made .in . 
the field are more durable than the Remtag End Folds and more easily 
adaptable to the varying thicknesses of the consolidated closed files since 
the Remtag system has only two positions to cover all thicknesses of files 
(Bufile 66(-23.i9T-141). It iS recommended no further action be taken regarding ^ 
this idea. ' 


APPHdVcb: 

Aer<- 
U.;j. AD. IW- 
Djr.: 

A-aln...™..... 





Comp. Syst.„„„„ 
I Air 

(nlc.) 


USoratory. — 
4 ^r„ 

Dec. Mgmt...,, 
Spec. 

Training., 
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Employee Suggestion-' 
Fp,-252 (Rev..9-lU59) 


' t I « 






From; (Sugqester's name) 


Director, FBI 
SUGGESTION 


CP 


4/6/76 

.Division of Assignment/ 

LOUISVILLE 


I suggest that a 4-i^ly ft?grrd bQard-striD (same material used for FD- 
245 - File Fronts) b^preprinted, creased, and holes punched by the 
Bureau for use_in con s olida tion s. of closed files . (See sample — s 
attached).' oO 




Current practice or ruie (lnclude'monual. citation as well as facts) ‘ The' current practice is tb, tal^g|ii]]e 

backs and fronts that are to be discarded, cut them into strips aj^r^xii- 
mateiy 4 inches wide, punch holes, make the necessary fold or cre^e* 

, ^ ahd '- hand - p r- i - ht - ^ieoe ss ary — inf orma - ti - onv - — ^ — h ^ — I — 

Advantages of suggestion and annuarsavings (include basis for estimate) • 

;Use of the suggested; strip would be more uniform for closed- files 
and would improve, -the appefarance of the file shelves. It would 
also mak® it easier to .locate files in the closed section. 

There is rip way -to give an estimate as to any savings that would be 
; accomplishedi . - 



(The use by the United States of my sug 9 o'sllon’'shaH not form the-basls 
assigns upon- the United States. I -understandlthat, I will be, considered f 
within two.years after submission.) _ 

k xl Mr. 1,1 .lldrs. C3 misS 



(Do not write In this space ; for Bureau use only) 


/ehciosu^ 


V:b V.Sr\- 






* OHIOHAl IO«M NO. 10 
MAT It«J IDITION 

csArrMt(4icr*) 


/ UNITED STATES GO^RNMENT 


/ Memorandum 

• Mr. Decker 

• W. L,. Bailey Ojffe 

subject:.-^^@W files/- FISCAL YEARS 1975 AND I 976 


-a 




TO 


FROM 


date: 7/1 3/76 


V 


There is listed herein the number of New Files opened 
under each classification for the fiscal years 1975 and 1976. 


CLASS. 

1 

2 

5 

6 

7 

8 

9 

10 

12 

14 

15 
17 
21 

25 

26 

27 

28 
29 

31 

32 
36 

40 

42 

^3 

44 

45 

46 


SUBJECT MATTER 


NEW FILES 
F.Y. 1976 


Training Schools & National Academy Matters 
Neutrality Act 

Overthrow & Destruction of the Government 
Firearms Act: National & Federal 

Income Tax 

Interstate Transportation of Strikebreakers 
Kidnaping 

Migratory Bird Act 

Extortion 

Red Cross Act 

Narcotics 

Sedition 

Thefts from Interstate Shipment 
Veterans Bureau Matters 
]^ood & Drug Act 
Selective Service Act 

Interstate Transportation of Stolen Motor 

Vehicle or aircraft 

Patents 

Copyrights 

Federal Reserve Act 

White Slave Traffic Act 

Identification Matters 

Mail Frauds 

Falsely Claiming Citizenship 
Passports & Visas. 

Deserters & Deserter-Harboring 
Illegal Wearing of the Uniform, Etc. 

Civil Rights 

Crime on the High Seas ST-IO 8 T 

Frauds Against the Government 

REO-36 


994 

52 

0 

24 

0 

0 

563 

0 

,926 

1 

4 

0 

,510 

496 - 
0 

3^3 


Assee. Dlr- 
Dep. AD Adm.. 
Dop. AD Inv*^ 
Asst. Dir.: 

Adm. S«rv.._^ 

Ext. Affairs 

Fin. & Pars. . 
Gen. I"**- 
Ident. - 

Inspection ... 


Laberetery ..... 

Legol Ceun... 
Plan. & Evol. . 
Rec. Mgnt.... 

Spec. Inv..... 

Training ...... 

Telephone Rm.. 
Director Sec'y . 


NEW FILES 
F.Y. 1975 


1,138 

21 

0 

‘ 17 
0 
0 
64l 
1 

1,915 

2 

7 

0 

2,141 

296 

0 

921 




DFKrcah 

(4) 

66-2614 




JUL 30 1976 


Bonds Regularly on the Payroll Savings Plan 


FBl/DOJ 
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Memo Bailey to Decker 

Re: NEW FILES-FISCAL YEARS 1975 AND 1976 


CLASS . 

47 

48 

49 

50 

51 

52 

54 

55 

56 
58. 

60 

61 

62 

64 

65 

66 

69 

70 

71. 

72 

73 

74 

75 

76 


77 

78, 

79 

80 

80-98 

80-606 

82 

§3 

86 

87 

88 

89 

90 

91 

92 

93 


SUBJECT MATTER 


NEW FILES 
F.Y, 1976 


1 


.306 

2 

41.5 

37 

1- 


Imp e r s ona t ion 
Postal Fraud 
Bai^uptcy ^ 

Involuntary Servitude and Slavery 
^ Jury Investigations - '“T ^ ^ 

Theft, Embezzlement or' Illegal Possession 
of 'Government Property 
Customs Laws. & Smuggling; 

Count erfei-ting f I! , ‘ ^ 

Election Laws. < ; ^ - 

Bribery , ~ 

. Antitrust _ , ” - 

• Treason ‘Related ,S'fcatu'tes 

:MisceiLarieous lla'ib'ters '• ! 

, Ngii-Suhversive; 

* La tin- American Matters-" - 

'"Espionage ' , - 

Administrative Mat'tefs' 

Contempt of Court ' ^ 

Crimes on Indian & Other Government 
•Reservations , 

'Bills .of; Lading Act 
Obs'truction of Justice 

Application for Pardon '& Executive Clemency 
Per jur y 

Bondsmen & Sureties 
Escaped Federal Prisoners, Federal Escape Act, 
Parole, Probation & Condi'tiorial Release 
'Violation . 2,867 

Departmental Applicants , , Etc . 1 , 38O 

Illegal Use of Government Transportation Reg.. 1 
Missing.. Persons 406 

Laboratory Research Matters 7 

0 

5' 

War Risk (Civil) 0 

Courts' of Cilaims 27 

Federal Landing & Insurance Agencies 2t8 

Interstate Transportation of Stolen Proper ty4,330 
Unlawful Flight to Avoid Prosecution 3 5 ^60 

Killing or AssaultingVa Federal Officer 4l4 

Irregularities in Federal Penal Ins'titutions I98 
Bank Robbery . . 4,956 

Interference, by Violence' with Int. 

"Commerce 1,101 

Ascertaining Financial Ability 6l 


1 ,303 
0 
1 

81 

448 

80 

1 

527 

152 

4 

205 

10 

5 

2,764 

7 

108 
304 
52 
0. 


NEW FILES 
F.Y. 1975 

345 

6 

393 

42 

0 

1 ,594 
1 
0 
172 
518 
100 
1 

478 

200 

7 

244 

8 
4 

3,288 

'11 

72 . 

254 

36 

1 


2,975 
1 ,589 
.0 
40 
4 
2 
1 
0 
33 

. 295 
5,201 
4,101 
326 
150 
5,452 

1 ,284 
67 
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Memo Bailey to Decker 

Re; NEW FILES-FISCAL YEARS 1975 AND I 976 


CLASS. 


SUBJECT MATTER 


NEW FILES 
F'.Y. iq76 


Research Matters _ » 374 

Laboratory Examinations ; 7j705 

Registration ' 30 

Sabotage * 27 

Internal Security , , ' . 2,619 

Interstate Transportation of Stolen Cattle 2 

Intiernal Security (Other than Communist 7 •* ^ 

Russian) ^ 1%,903. 

Foreign Political Matters , * f , ' *3 

Foreign Economics i ‘ M . - 0 ' 

Foreign Social ' ^ ‘ - 0 

Foreign Funds ~ n - ® 

Foreign Military & Naval Matters - ^ ' 0 

Alien. Property Custodian Matters “ 0 

Bond -Default" J” ' ‘ : 't 55.i 

Atomic Energy Act-1 9^6T-Special Inquiries ,2,369 

Atomic -Energy Act-l9,46-Investiga-bive - 4l 

Lobbying Act ~ 2' 

Federal Tort Claims Act * 126 

Labor Management Relations Act- 1947 50 

Voice of America ’ 0 

European Recovery Program 0 

Railway Labor Act 8 

Admiralty Matters 44 


NEW FILES 


421 

8,212 

39 

21 

2,796 

14 

20,179 

2 

0 

0 

0 

0 

0 

634 

2,138 

^7 

2 

179 

38 

Q 

0 

13 


Loyalty 6f United Na'tions Employees TJ" 

Unauthorized Publication of Use of 
Communications 353 

Secmity of Government Employees . W2 

False Btitries in Records of Interstate Carriers 2 
Illegal Use of a Railroad Pass 0 

Interstate Transportation of Gambling Devices 30 

Interstate Transportation of Lottery Tickets 6 

Interstate Transportation of Obscene Matter til 

Interstate Transportation of Prison-Made Goods 0 

Federal Housing Administration Matters 1 ,062 

Interstate Transportation of Fireworks 2 

Destruction of Aircraft or Motor V^icle 4l3 

National Aeronautics & Space Act-1958-Appl. 33 

Switchblade Knife Act 0 

Auto Information Disclosure Act 7 

Welfare & Pension Plans Disclosure -Act ,51 

Racial Bombing Matters 885 


1 ,062 

1,276 

2 

5 

413 

588 

33 

50 

0 

2 

.7 

14 

,51 

71 

885 

1 ,445 
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Memo Bailey to Decker 

Re: NEW FILES-FISCAL YEARS 1975 AND I 976 


CLASS. SUBJECT MATTER 3 

159 Labor Management Reporting, and Disclosure 
Act of 1959 (Investigative Ma;tter) 

160 Federal Train Wreck Statute 

161 Special Inqiiiries for IThite House, Cong. 
Cpmmit'Bees, & Other Government Agencies 

162 Interstate Gambling Activities 

163 Foreign Police Cooperation 

16*+ Crime Aboard Aircraft 

165 Interstate Transmission of Wagering Info. 

166 Interstate Transportation in Aid of 

Racketeering 

167 Destruction of Interstate Property ' 

168 Interstate Transportation of Wagering “ 

Paraphernalia - 


NEW FILES 
F.Y. 1Q76 


637 

5 

1,696 

2^-2 

32 


NEW FILES 


Sports Bribery I 7 " 

Public Accommodations, Public Facilities, 
Public Education-Civil Rights Act 1,964 • i • 
Bombing Matters. - 

Ass,aulting' the President, or Yice President, 
of the United States Matters 
Anti Riot Laws (ARL) " „ ^ 

Discrimination in Housing . 

Public Law , 1 * 

Extortionate Credit Transactions ' . 

Desecration of the Flag 
Consumer Credit Protection Act - - 
Illegal Gambling Business; Illegal^ Gambling 

Business-Obstruction ^ 

Racketeer Influenced & Corrupt Organization 

Police Killin g 

lAc CIfor^Pfotection of Fpreign Officials & 
Official Guests of the United States 
Real Estate Settlement Procedures Act 
of 1974 (RESPA) 

Privacy Act of 1974 - Criminal 
Crime Resistance 


125 

.6 

.659' 

29 

2,1.4 

5 

- . -4 


Sub Total 


Personnel Records Unit 


111,624 


1.25,037 




Employoo Suggestion 
FO-252 (l^^v.-g-M-sg) 


From: (Sugqostor's name) 


Dlroclor, FBI 
SUGGESTION 


O X ^ 

Date • ^ 

November 5, 1976 

Division of Assignment 

RICHMOND 


Concerning pulling files by the Rotor Clerks in pending matters 
for purposes of running ticklers, use of the Chief Clerk's Office 
or examination of^m^'T by SAC, ASAC or Supervisor, it is suggested 
that a designate ^s^l ored tag/fce placed in the file folder with 
t he date thereon l: o~inTdlTrsrte exa'ctlv where iTHle mav be readily 
~~located. 



Also, when files are sent to the Stenographic Pool- with Cassette^^M 
rough drafts thereon, that another colored tag be placed in the 
file folder to indicate it is in Steno Pool. After the Cassette^-o 
rough draft has been assigned to a particular stenographer, it wi 
be charged out and FD-5 (Charge-out slip) placed in folder. 


Current practice or rule (Include manual citation as well as fads) 

FD-5 must be execiuted when files are withdrawn for purposes otne'}^ 
than running ticklers, use of the Chief Clerk's Office or examin 
- - tion of-mail by g . AG 7.- ASA e--- or - Super - vf - oorH: -?>l QRR — - Pt ^-- ! - !-^ Pg — l - j;^ -ri 

This will enable anyone, at a quick. glance, to determine exactly/ 
where the file is located at any given time, thereby eliminating/ 
searching for files, i. e.; Yellow Tag - Supervisory Desk, Gre^n i ^ 
J Tag - CCO and Red Tag - Steno Pool. 

a The savings is unknown at this time!^ ^ 

- SM 08 ^ 

K\ ' • . ' 21 NOV ^ 1976 


Disadvantages of suggestion 

None known. 


(Tho use by the United States of my suggestion shall not form the basis of a further claim M any nature my heirs, or 

assigns upon tho United States, 1 understand that I will be considered fori ' ' ' fdop 

within two years after submission,) I 

I iMr. IxJmis. CIImIss — 


Recommendations and comments of Division Hoad 

This appears 'to be an excellent management control procedure and 
should eliminate unnecessary timen s^nt by^ jcler^ ay g mployees 

in locating files. I recommen i: C r * 

it be ad 'dbife a d* Special Ageivc in Chaaggeturo and tihq 

(Do not write In this space - (or Bureau use only) 

\-eA4r eP 

6\W‘.v\>,>cd ' 
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Suggestion #75-77 


ADDENDUM OF THE RECORDS MANAGEMENT DIVISION 



(TBD;chs 11/12/76) 



It is proposed in attached suggestion from the 
Richmond Office that in pulling files for ticklers. Chief 
Clerk's Office, etc., that colored tags be placed in the 
file folder with date thereon to indicate exact location 
of file. 


OBSERVATIONS; 

Suggested practice is not unique, in fact similar 
procedures have been utilized throughout the field for a 
number of years. It is the opinion and experience of the 
Records Research Unit that the need for suggested controls 
will vary from one office to another.' Form FD-5 (file 
charge-out slip) is designed to account for files and serials 
and facilitates recharge and/or transfer of same. If ah 
auxiliary system would enhance this effort, the system used 
should be at the option of the Special Agent in Charge, 
and the one he feels will best satisfy the needs of his 
office. 

RECOMMENDATIONS : 

Recommend that Richmpnd Office be authorized to 
implement suggested, procedure^ since they feel it will enhance 
f“ t^ir operations. However, recommend that suggestion not 
be. adopted for field-wide use. 

i. , _ ’ - - ' ' 
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,Em(iiby<Je Suggestion 
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-To: 


Director, FBI 


SUGGESTION 


From: (Suggester's n'ome)’ 

sa I 



The files of the FBI Be assembled roughly opposite to the manner now 


used/ that is, wh| 
hausted that theyi 
f £2Qi^of-J:he^f il| ' 
folder and serial 
from the front. 


rn the current supply of files and file-backs is ex- 
^cc^ Fastei^rs with the prongs b e attache d to. the 
Ter and the holding device to the back' of the 
be placed in from the back of the file father than 

A S 



Curron, prcctlco or rule (Include manual cnatlon as well OS fee, o), the flrSt Serial in a O 

file is placed on the bottom of the file jacket and additional serial^ 
are placed on top. K 


Advantages o( sjuggostlon and annual savings (Include basis for, ostlmato)'.^£^j^ thiS practice an i'ndivi^gli 

lial could open the file front and. read the file chronologically, fron-yt 
back,, in the same .manner pne reads a bo<5k. If one comes to a 5, 10 or 
100 .page conununicaticDri , one would continue to read from front to back, 
where in the current situation where the first serial has one page and 
the second serial has 10 or more pages, an individual reviewing the fil 
.must shuffle through the various pages of serials looking for the first 
page of each serial in order to start reading, it. 

It is felt that in an average file review this would save ah immeasufablej 
amount of time not only in looking for speciific communications but also, 
in being able to chrbnolog'ically review a file, reading it in the same 
manner one reads any other coimmunication such as a book, magazine, (Coht'dj 




plsodvanYages of suggestfon 

None kniDwn except ha,ving to instruct clerical personnel that they add 
serials to the back of the file rather than in Ihe front. Filing, etc, 
would be identical to, the present system. ^ > 

: ..Fr.-i9 m- m 

(The uso by the UnUed Std'fos o*f my suggestion .shall not form the bl 
assigns upon the United Stateit. I understand .that I will b’e-consld^ 
within two years after submission.) 

OMr. aMrs. □mII 


Beaomtnendatlons and comments of Division Hoad 

This particular suggestion appears .to ha 
further consideration and/br study by a 


(Do not write In, this space .for Bureau' use only) 

\-eV\ cJc 

mrrl 

3-Mobi.le (1-66-922) (1-66-1116) (1-67-5205)’ JAD-lpw (6) 








Advantages of Suggestion (Cont'd.) 

newspaper, etc . , starting at Page 1 on serial 1 and reading 
through . 
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Suggestion #79-77 „ ^ - 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (FJ^ievp 11/22/76) 


It is proposed in attached suggestion from the 
Mobile Office that the files of the FBI be assembled roughly 
opposite the manner now used; that is, that the Acco Fasteners 
with the prongs be attached to the front of the file folder 
and the holding device to the back of the folder and that 
serials be placed in from the back of the file rather than 
from the front. 

OBSERVATIONS; 


More often than not an individual reviewing a file 
is interested in current material and/or the status of a 
case file. The suggested procedure would be cumbersome for 
the person filing the mail and for the supervisor or other 
persons reviewing the file for current status, and would 
result in changing the Bureau's entire filing system with 
no apparent advantage being derived therefrom. The Records 
Research Unit is of the opinion that the current practice 
of filing is most desirable and that the disadvantages of 
suggestion milit^ate against favorable consideration for adoption. 


RECOMMENDATION: 


Recommend suggestion not be adopted. 
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DEC 1 

F 




I have received your proposal regarding a,cert?dn 
procedure to 1)8 used -when files are pulled for various purposes. 
After careful consideration, there is no objectioa to the Eichmond 
OKice implementing suggested procedure; however, approval is 
lot being given for iieldwide use. 

\ 

)' 

' The interest -rohich you displayed by submitting 

: rour ^^estion to me is appreciated. 

Sincerely yours. 


C. M. Keltey 

Clarence M. Kelley 
Director 


.Assoc. Dir. 

Dep. AD Adm.. 
Dop. AD Inv.^ 
Asst. Dfr.; 

Adm. __ _ 

Ext. AffoIrsM* 
Fin. & Pers. 
Gen. Inv- , ■ ^ 
Ident. -■ . ■ ^ . 

Inspection 
Infali ■--- 

Lahorotofy 
Legol Coun.._ 
Plan. & Evol. . 
Rec< My"t- 
Spec. - 

rJ:'£Lm 

OlreetS^ec^ ^ 


ATTENTION SAC: Authorization has been granted for the Richmond 

Office to^E^ement suggested procedure at your 
option." 


2- Richmond, ^ 1 

1 - Fieid personnel file 
1 - Sii^estion fil e k 
1 - Personnel file, of I 


iSiHae 


U r.l'VnS 


- Per sonnel file, of I 
QilpV7:mv^ 

^(6) (Suggestion #75-77) 
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{kl^L ROOM E 




Continued - Over 


TELETYPE UNIT CZD 


QPOj m$ Os-^07-52ff 




0 


'Federal Bur.eaii- of Investigation 
Richmond, Vif^riia 






k )6 

\hlC 

i 

f 

i • 


NOTE; Suggests that, "^hen.puilihg files/for ticklers^ Ohief GlerK^s ' 

“ Office, etc, colpi^dd tags be placed in the file if older ,with date 
ther'ebn itp indicate the exact iocatipii of life. The Records j^anagement 
IDivisipri advises suggestVdp^^ ndt unij^ue, in fact^ similar * 

procedures have been u^^ throughout the field for a number of year^ 
It is, the opinion h^d e^erlence of Ihe' Recpr ds Research Unit that the t 
need fpl suggested controls will vary I'rpm ohe office tp another., S'orm 
FE)rd is designed to account fph files and serials and facilitates rbchar 
and^'pr transfer of Same . If an auxiliary system would; enhance this' J 
effort, the system used should he ^t the optioh'Pf the fecial | „ 

Charge . Recd'ds Management Diyisibri recommends' th^t the -iRichihoridi ^ 
Office bp •authorized to impieitibnt suggested’ procedure, sicue they feel i 
it ^iilpUhahbe their operations, llowever-, suggestion should not j 
adopted' for fieldwide uSe. Training.Divisiori agrees wf^he recom 
of Records Mariagenient’ b^ Views -Uttache'^'^^^ 


■^7 

h 


/ 




^PpRoVeO: Laboi-atpry;, 

Asscc. & P«rs , Legal Coun........ 

P^p, Aft PI6'».'& Eval, 

Dep. -?.D / Ident;, .. ... ,U. — Kep< J 

.7\ssJ. D;|.: ^ Inspsc'ucp,^.,.,... • Spec. i„ a V" 

Cdm, TrAfclng.4jjSb|^T 
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December 3, 1976 
PERSONAL 


Federal Bureau of Ibvestigatioii 
Mobile, Alabama 


Dear 


Tiiank yob for your su^estioa regarding 
the manner in ‘which FBI files are assembled. After 
careful consideration, it has been determined that our 
current practice of assembling files should be continued. 

^thou^ j^TOrable action was not taken in 
this instance, the thou^tfulness which you e^ressed by 
submitting your proposal to ine is appreciated. 



Sincerely yoiirs. 



Assoc. Ob. __ 
Dap. AD Adm. 
bap. AD Inv.. 
Asst. Dtr.: 

Adm. Serv..^ 
‘Ext. Affairs 
Ffn. & Pars*. 
Gan. Inv- — _ 
Ident. 

Ins'pactiM - 
fntall. 


C. Wl. Kelley 

Clarence M. Kelley 

Director nro n 

0C-1O5 

2 - Mobile ^ 

1 - Field personnel file . 

1 - Suggestion file ^ 1l3jucg 

, t S I 

- Personnel file of SA 

ririrdtvcyril 



1 - Pe: 

%) 


UI4 
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(Suggestion #79;J7l7,)g;cH^^ 


K3 DEC- 7 1976 

■wniy.lii'il Jimwjtr,* 


Lat>dratory 
LaQol Coun..^ 
Plan. A Evol.- 
Rac. Mgnt.^^ 
Spae. 

Training 
Tafaphona Rm., 
Dfraetor Sac'y ^ 
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CPO ; 197^ .0 - S07-yS 







Federal Bureau of Investigation 
Mobile,. Alabama 


NOTE: Suggests files of FBI be assembled rou^ly opposite tKe 

manner now used; that is, the Accp fasteners with the prongs. 

■Jje attached.to the front of the file folder and the hoMing . device to- the 
back of' the folder .and serials be placed in from the bacfc of the file 
rather than ffpm the front. The .Records ;Managem^^^ Division states 
that more often than not an individiual reviewing a file is. interested, in 
current material and^pr the status of (a -case file. The suggested pro- 
cedure v^ould be cumbersome for the per spn;f ilihg the mail' and for . 
the . supervisor pi* othei; persons’ reviewing the file for current status 
and; would result in changing the !Buf eau’ s enti^ filing . system with no 
apparent adynntagerbeing derived .therefrom The Recordp Research 
Unit is of the opinion that the current prabtice of fillng is mOst desirable 
and that liie disadvantages of suggestion militate against favorable con- 
sideration fpr .adoption. The‘ Records. ManagementDivi recommends 
that, suggestion ;ndt be Adopted, and' Tf aininglpiyisioh agrees, '^ws* 
attached. ' > . 


ARPRDVmt 

Assop. Pin, 

Dep. AbAvf*~i;j 
Uop.'AO 
•Asst. Djri - 
Adiyi.Se/v, 


txt. A(feirS..,„„„-. 


Lafapraforv 

Legal Co'un.. 

'Plan. 

RcCi 

Spec. In^„.‘, 

Tfainir.g'&tjfeW 



tr tr 



Employeo Suggestion * s ^ f \ ^ - * \ 

FD-B, |R„,. Q, O-*- ' 

Bufile 66-116065 ^ Date 

BSfil e 66-4028 6/14/77 

’^'®' From : ISucnester*s name) Division ol A'sslgnment J35 

Director, FBI SA BOStOIl b7C 

! >tJGGESTiON ATTN; DOCUtffiNTS CLASSIFICATION OFFICER/ FBIHQ 
‘'Rebulet to Albany 6/8/77 captioned "Protection National Security 
Information and Material, Executive Order 11652^ Enclosed are three (3) 
examples re suggestion, which is to print fi]^>fcpyer jackets/ with differ ent 
1/4 inch, color-key, and .stamp markings fory^fse in 65, 1007/105, 109, ! 

110, and '163 enfs^ff ications. ^ / 


Date 


6/14/77 


Division of A'sslgnment 

b6 

Boston 

b7C 




'fj> 


■o2V'5' 


Current practice or rule (Include manual citation as well as facts) 


Advantages ol suggestion end annual savings (include basis for estimate) Easi'ly reCOguizable , 

differentiated, uses a known format, and time saving. Suggestion would 
facilitate (Clerical routing, insure proper segregation, and obviate 
txme-c(3nsuming "fishing expedition" of thtimbing through entire file(s) to 
determine highest classification level. Additions to file of material of 
higher classification or re-opens would necessitate new, appropriate file 
jacket cover; multi-volume cases and, consolidated volumes would have file 
jacket (pover, reflecting highest classification level. Appropriate clas- 
sification level stamped bn top and bciitom of file jacket cover would 
obviate problems with colorblind personnel who, at any rate, are able to 
recognize the existence of a border even though unable to differentiate 
the color. No~savings~anticipated , and no disadvantages foreseen. 

Disodvantag^s of suggestion • i/T'- 



(The use by the United States of my suggestion shall not form the bast 
assigns upon the United States. I understand that I will be considered 
within two years after submission.) 

ISmt. [ZDMrs. I l uisR 


(Do not writo in thls.spocjo'« (or Buroou use only) 

(Encs. 3) , 



ENC. BEHIND, FIEB- 1 




Signature and Title ol Sugqestor 


and Title SAC 


1 JGI. M 1977 
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Suggestion #456-77 




ADDENDUM OF DOCUMENT CLASSIFICATION OFFICE 
(SECURITY OFFICE), RECORDS MANAGEMENT 
DIVISION 7/13/77 . DR:Ifj 


the suggestion of SA[ 


The Doc ument Classification O ffice (DCO) has carefully reviewed. 


Boston Office , which would 


place color-keyed and level of classification markings (i.e. , "Top Secret," 
"Secret," and "Confidential") on file cover jackets. We do not concur with 
this suggestion for the following reasons; 


b6 

b7C 


1. Executive Order 11652', National Security Council and 
Director of Central Intelligence Directives, and the Code of Federal Regu- 
lations, all of which relate to. classification markings and procedures, do 
not provide for specific color -keyed makings for file covers or stationery 
involving classified national security information. The Department of 
Justice has color -keyed expendable covers for optional use to protect 
classified, material in transit. The color rkey of the Department of Justice 
covers , which are not suitable for file cover purposes, uses the same key 
as the Department of Defense. | 

I There 

IS no uniformity in the intelligence community. 


b2 

b7D 


2. If we color-keyed our file covers, it would necessitate 
changing the file coyer every time material contained therein was classi- 
fied, declassified, upgraded; or downgraded. 


3. While the Code of Federal Regulations requires the level of 
classification to appear on the top and bottom of the front cover page and 
the top and bottom of the back cover page of documents, no specific provi- 
sion is made for the marking of file covers to indicate level of classification. 
As a policy, we have no objection to the marking of a file cover to indicate 
the leyel of classification if there is a specific reason for doing so. For 
practical purposes , at this time we do not believe we should institute a 
procedure to place the level of classification markings on all our file 
covers. 


Based on the above, the DCO does not approve the suggestion 


f.fi3 
- 2 - ' 
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July 20, 1977 
PERSONAL 



Federal Bureau of Investigation 
Boston, Massachusetts 


Bear 


0 


Thank you for your suggestion regarding 
certain procedures to be used in connection vdth file 
covers. After evaluation, your proposal is not being 
approved. Although we have no objection to marking a 
file cover to indicate the level of classtiication, it is not 
believed, for practical purposes, this procedure should 
be instituted for all file covers.. 


b6 

b7C 



Although favorable action was not. taken 
in this instance, the interest yoii expressed by submitting 
your idea to me is appreciated. 



Sincerely yoi 


Kelley 


Clarence M. Kelley 
Director 






1 1 JUU 25 


Alto 
DepTAD Adn. 
Dep. AD Inv. 

A lit. DIm 
A dm. Serv« 

Crim. Inv. 

Fin. 

Ident. 

Intell. 
Loborotoiy 
Legal, <^un. 
Plon. & Imp. .. 
Rec. Mgnr. - 
Spec. Inv. 
Tech. Serv».«~ 

PiiWlc Afft. Off. 
Telephone Rm. 

' Direct! 

\ 


Boston 

1 - Field personnel file 
1 - Suggestion file 



Personnel file of SA 

^W:klinl2e.tC ' ' 

) '* ' f (Suggestion # 456-77) 
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b6 

b7C 


Federal Bureau of lavesti^tion 
Bostohj Massachusetts; 


NOTE:, Suggests that file covers be color keyed and the level of 

•classification (i. e. , Top Secret, Secret, and Gonfidehtial) 
be placed on them. The 'Document Classification Office (Security 
Office),, Records Maiiageiheht Division, has reviewed this' suggestion 
and does not concur with iti A detailed. addendum from this office 
is a,ttached which explains; why the proposal is hot being, approved. 


APPROVED!, 
Director, 

Ass'oe. OIr. — - 

Dep. AD'Adni^ 
^D*p..AD InVfc- 


Adm. Serv. 

Fin. 0 r*' 

' IdsiA 
InioU 



Uaboralpry^ 


;Lc£al Coan, 


(bn. A ln:p- 
Bar.- ^ 

*tV55., in-f.-r — “ 
TcJ.^Servs.- — 

Public Aiis..,0H.- 
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From: (Suggestor's name) 


SUGGESTION 



> 

Date 


Julv 29, 1977 

» 

- piylslon of Assignment 

b6 

Records Management 

(4)' 


Open a new subsectiQ .i:w^ ^\^sec£ion ,''B" , .of the files , 

d ocuments "! This subsection wQuld oniV ^,ply to cases in v^ixch -there 
are*^a voluminous number -of pages as i-b-^ould be useless for smaller 
cases having only 1-5 volumes. It would be treated like the sub A 
newspaper articles with the exception that these documents would 
be serialized - Bl, B2. This -would provide for easier retri-evabilityi 

O 

f.iLES 

■Current praeUce, or rule (Include manual .citation as woU as facts) - ' 

’ practice’ is to include all court documents into the file 

entire^ffle?^^^^^^’ scattered sporaclically throughout the 

Advantages of suggestion and annual savings (Include'b'asis for estimate) “» 

No estimate for amount of savings. 


SEE ATTACHED" 


Disadvantages of suggestion t 

It would take tiine for the personnel in the Records Section to. make 
a "sub B" on files already in -existence. 

(The usd by the Uhlted^States of my -suggestion shalLndt form thd.bgsls^of q further clalm*qf any -nature by. me, ray, heirs, or 
assigns upon t^e'Unlted State's. 1 understand that I will be gnnsldered fer any liis Hfled award onlv lf my suggestion is .adopted 
within two years-after submission.) . f ^ 


CZImi. EH Mrs. [x]m1ss . , 

Recom'mondqtlons dnd comments o'f Division Hedd ^ ^ ^ ^ 

I recommend against: adoption 'for“res&ons sel forth in attached addenduni.<=^' 

(Donorwtlte In this spaed - for Buredti vise ^ 

iT-f-. - a: 1 1 ^ r, lAf.r.. ; — , 

j u au u .j "X iC( i ~ = t 




EMPLOYEE SUGGESTION 


b6 

b7C 


I have noted while processing several large -project cases / 
over 10 volumes, that it becomes extremely difficult when a case 
goes to trial to know what prosecutive action was taken as these 
documents are randomly scattered throughout all of the- volumes . 

It has been my personal experience that information and names 
that I have taken out in the beginning volumes invariably turn- 
up in a later volume as part of court testimony. The case, depending 
on. size, either has to be completely redone or changed at that 
point. It would be much easier to process a case if there were 
a central location to store the court documents just as there is a 
central location for newspaper articles. 

Advantages 

1. For FOIPA processing, it would give the analyst knowledge, 
of .what is -public fact, which sources to protect, and a clear train 
of ths^ought as to what happened in the proceedings. Being in a 
central location would avoid wasting a lot of time looking through 
the volumes of material for this information ;■ 

2 . It could possibly cut down on the appeals on large cases. 
.Being able to know, from the beginning of a case who testified 

to their knowledge of the case, allows the^ analyst to have a freer- 
hand in the processing. 

3 . Occasions arise where Legal Counsel or other attorneys 
need 0 to see the court documents. By having them in fik sub "B" , 
they would have easy access to all these documents while freeing the 
remainder sof .the file for other use. 



o 



ADDENDUM: . RECORDS MANAGEMENT DIVISION ,WLB:jtw 8-5-77 ‘ ' 

/, ! " ' " ■ 

? f ^ ^ 

- J i* . V,. 

' Records Management«*Division opposes the suggestion that subsection "B" 

.files' be made forecourt documents for files with more. than five sections. Records 
-"Branch does not have persormel available to handle the project. A tremendous 
amount'of work would be involved in reviewing the files and sep^ating into sub 
files*arid would only jDenefit the FOIPA Section employees, and only then, if a request 
, was. received .for- information from the files that have been separated. 

' Also the main section of the file would never be complete. There would be * 
a problem in .determining when the fUe meets, the criteria to have a sub "B’* 
section opened. 

Records Branch employees in the processing units would have; no way of 
knowing when a sub **B" section has been opened and this would create a problem 
in serializing the mail. 

RECOMMENDATIONS : 

1. That suggestion not be adopted. 


2. That employee receive a letter of appreciation. 


i 
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Au^st.16, 1977 
3PERS0NAL 


'c;- 






Federal Bureau of Investigation: ^ 

Washingtoui D. C. 

|JL» 1 11 13 1 

Dear! 


1 have received your suggestion iiiat a new 
subsection be opened for certain files. After evaluation, 
your proposal is not being approved since it is believed 
any advantages that might be gained by its implementation 
would be outweighed by the time and e;^ense involved' in 
reviewing files and secreting them into subsections. 


Although favorable action was not taken 
in this instance, I appreciate the interest you expressed 
by submitting your idea. to me. 



Sincerely yours, 
C. M. Kelley 


Clarence M. Kelley 
Director 


Assoc. P* -- 
Oep. Ap Adn. „ 
Dep. AD Inv. w. 

Asst. Dir.s 
Adm. Serv. 
Crfm. Inv. --JI- 
Ftn. & Pers. ^ 

Ident. . 

InMI . 


Mr. Decker 


1 - Personnel file of 
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'(Suggestion #508-77)^' ? /: 
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I 


^ 


¥ 


AUG 17 

in_p i~ I I I _i ij.1^ j 




t. 




Loboratory.^ 
Legol Cogn. «, 
Plon. & lotp., 
Rec. Mpnt. 
Spec. Inv. 
Teeb. Servs;- 
•Training* 


Continued 

* . ' 


Over 


Public Affs. 
Telephone ^ - 
Director's Sec'y 



TYPE UNIT a 





' •iiT'*’ ' 


Federal Bureau of Investigatiph 
V\%shingtoti, C. 


NOTE; Suggests opening a new subsection, subsection of the files 
for cburt/dqcuments-. This subsection jvoiild only apply to cases 
in which there are a vbliiniinous number of pages a^ it would be useless 
fot smaller cases having, only IrS vblumes. The Recbrds Management 
Division opppses. the .suggestion since the Records Branch does, nbt have 
persbnnel ayailable to handle the project, A tremendbuS amount, of wprk 
would be involved in. reviewing the files and separating intp subfUes arid 
would only benefit the FOIPA Section employees and then only if a. 
request was received for ihfbrmatipn froni the files that had* beem 
separated. Also, the main section of the file wbuld never be complete 
and:there would be aproblehi ih determining- when the file^ meets the 
criteria to have a sub ”B'^ sectipn opened. In view of, the foregoing, the 
proppsalis npt being, approved and, suggester so advised. Views attached. 


APPBOVEDi 

DifMtor— ^ 
Au«t. OlrL^ 
Oipi AO Atfn, 
■Ptjiy AO.IrVv 


iSr}» tay.L_ 
Pis.'_ ft. Pen. 



laV.:- 

tecisc Strvt. — 
■tralnMp — 
PaiHc A«fc 
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CP 


From; (Sugqoslet's nome) 


Director, FBI 


SUGGESTION 




Date 


10/19/77 


Division o( Assignment 

b6 

Richmond 

b’^C 


1 It Is suggested that lPD«»g40ae as. well as the l_lsj;Jjig-.ofi~exhibits 

contained in Tn:e^a,bQard^a liet.-tvn (proposed FD-340b below) 

■^agg‘ VE!Qal92 forms (for 1-Bs) be maintained in the current volume of 
case file at^the bottom. 

Also, when the 5D-340a becomes unwieldy and contents are placed in 
pressboard wallet ~type Exhibit A envelope, that same be accomplished 
with the use of ^~340b (ten copies of proposed form enclosed) . The 
use of a single-page ED-340b filed in the current volume of case file 
at the bottom would allow for uniformity in entering exhi bits ,into 
^i^s . A Xerox of the contents of the initiar^*^40a envelope may 
'W^'Siaintained in the current volume of the case file under FD-340b 
for ready reference. 


Current. practice or rule (Include manual citation as well as (acts) 

See Page 2. 


Advantages of suggestion and annual savings (include basis. for estimate) 

This would eliminate the constant pulling of closed volumes for’ filing 
1-A, 1-B and Exhibit sections, as well as for benefit of Stenographers- 
sending enclosures and Supervisory and Agent personnel reviewing same, 
which is an absolute dally waste of clerical manpower to the efficiency 
of no personnel involved and, in actuality, to the incomplete obser- 
vance of a case in a current volume, it being noted that in multi- 
volume files, the items entered as evidence and/or exhibits is not 
readily available as mail is matched with the current volume, file 
reviews are conducted therefrom, etc . I could not begin to estimate 
the savings of employee time involved; in the curreht'^estimcjfcioiL--. 
program alone, this time saved would be tremendous. // - 


Disadvantages ol suggestion " J 




None noted. 


m (^0 - y /£^ 





ices Manager jJIejiK 


Becommendattons and comments of Division Head U - ^ ^•SA 

I believe the suggestion has considerable “merit and would m^e our 
operations more efficient and more effectivey^nd jsecomraendyrgtvorable 
consideration be given to its adoption 

Special Agent in“^^ge 


(Do not write In this space ^ (or Bureau use only) 


ip 


Signature ond Title 


0 ENCLOSURE- -T 


r* rt M o 


fSil 










Cxirrent practice or rule (Include manual citation as well as facts) 

Manual of Rules and Regulations, Part II, Section 3 » Page 11c, 

7. Exhibits, states that FD-340a maiiila . envelope is placed at the 
bottom of the file under serial number 1. 

Manual of Rules and Regulations, Part II, Section 3> Page 13, 
c. Bulky Exhibits, states that original. ED-192 is filed as 1-B serial 
adjacent to 1-A serial, if there is one, or as the bottom serial of 
the first section of the file. 



Item 


Date Filed 


Description/Disposition 







o 
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Re; Suggestion #27-78,. 10/19/77 


ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (TBD;mk 10/27/77) 



It is proposed in attached suggestion from the 
Richmond Office that the manila size 1-A exhibit envelope 
(FD-340a) and a listing (proposed form FD-340b) of other 
exhibits be maintained as the first item in the current 
volume of multi-volume files. Further, that when the FD-340a 
becomes unwieldly and contents are placed in pressboard 
wallet-type 1-A exhibit envelopes that proposed form FD-340b 
be executed and filed as the first item in the current volume 
of the case file for ready reference. Suggester feels that 
proposed procedures would eliminate the constant need to 
pull closed volumes of files for filing 1-A and bulky exhibits. 


OBSERVATIONS ; 


The Records Systems Section (RSS) is of the opinion 
that proposed procedures of handling exhibits would result 
in a tremendous amount of extra work on the part of the 
Chief Clerk's Office, particularly in multi-volume files 
since each time a new volume is opened it would become necessary 
to totally dismantle and reassemble the volume being closed 
so those documents relating to exhibits could be transferred 
to the volume being opened. It is strongly felt that the 
present procedure of handling exhibits as set forth in the 
Manual of Rules and Regulations, Part II, Section 3, Page 11c, 
is far more efficient and superior to proposed method. 

The above Manual citation states in part that if the size 
of the exhibit permits, it is to be placed in a white exhibit 
envelope (form FD-340) and may be filed in investigative 
file in a letter-size manila envelope (form FD-340a) , known 
as the 1-A serial and placed at the bottom of the file under 
serial 1. The manila envelope is to be clearly marked as 
to contents and shall bear file number, serial number, and 
date white envelope placed in manila envelope. If the 
number of white envelopes in the manila envelope increases 
to the point where the file is unwieldly, the contents may 
be placed in pressboard wallet-type envelopes and filed 
adjacent to the case file. If not practical to file with 
case file, the contents may be treated as a bulky exhibit. 

The 1-A manila envelope from which exhibits are removed 
must show the disposition of such exhibits; i.e. 1-A-l through 
l-A-9 tansferred to 65-1232 sub A, or 1-A-l through l-A-9 






transferred to 65-1232-lB. 

RSS is of the opinion that suggestion does not 
warrant favorable consideration for adoption in view of 
existing procedures which are considered very adequate and 
more efficient than those proposed, and the fact that it is 
permissible to retain adjacent to the pending investigative 
file, the file containing current record of exhibits. 


RECOMMENDATION: 

Recommend suggestion not be adopted. 



APPROVEDI 

Director. 

Assoc. Dir. — 
Dcp. AD Adm. 
iJep. AD Inv.. 


Adm. Serv . , — 

Ctim. Inv._ 

Fin. a Por's. 

Idcnl. — 

Intall.— — 

Laboratory 


Legal Coun< 

Plan, a 

Rec. Mgntu-AeU^ 
Spec. InVi 
Tech. Servs. 



Training 

Public Afis. Oif. 



- 2 - 





November 3, 1977 
PERSONAL • 


Fedexul Bureau of Investigatioa 
Richmond, Virginia 

Dear! 


0 • 


I have received your suggestion tliat certain 
forms be maintained as the first item in the current volume 
of multiyolume files. After evaluation, your proposal is 
hot being approved since it is believed that the present 
procedure for handling exhibits as set forth in the Manual of 
Rules and Regulations is the more efficient method. 

Although favorable action was not taken in 
this instance, the thoughtfulness y?hich you aspressed by 
submitting your idea to me is greatly appreciated. 


MAILED 5 


NOV, 31977 


Sincerely yours, 
C, M Keiley 


Clarence M. Kelley 
Director 


2 - Richmond 

1 - Field persontiei file 
1 - Suggestion file 


1 - Personnel file of 
- (Suggestion 

i ( r “l,Ji 


REC-76, - 2 




:.'i .ii 




- .. . 

^gNoy ttr w’ 


'Continued - Over 



TELETYPE UNIT □ 







Federal Bureau of Iiivesti^tion 
Richmond, Vir^nia 


NOTE: ^ggests that FD-340a, as well as the listing. of e>*ibits 
contained in pressboard wallet-type envelopes (proposed 
Form FD-340b),ahd Fp-192 forms .(for 1-Bs) be maintained in the 
current yolume of .case file at the bottom. The Records Systems 
Section, Records Management Division, jls^ of the opinion that 
proposed procedures of handling e^ibits would result in -a 
tremendpus amount • of. ejrtra work oh the part of the Chief Clerk’s 
Office-, particularly in multivolume files '.since each time a new 
volume is opened it would becoihe necessary to totally . dismantle 
and reassemble the volume being closed so those documents 
relating to exhibits could be transferred' to the volume -being 
opened.. It is .strongly believed^ that the present procedure of 
handling exhibitp-as setforth in the Manual of Rules, and Regulations 
is far more- efficient a,nd superior to proposed method.. The' 
R'ecord^s Management Division recommends that suggestion not, be 
approved, and the detailed views of that division are attached. 


Director- 
Akoc. DlivJJ 
Dep..AD Adm.. 
Dill. AD. Iitv.ij 


{!!< lirr< 

Crlm.iliiv. 
Fin. A Per 
li!ent._ 
Iiit3ll_ 



Leboraloryj. 


A 


Itf al. hanff. - .. 

.Plan. & 

■Spec. In tf. ■ - • 

Tech. Servst___si.i_ 
TrajatnE 1 ' .. " “ 

Public itfl^ OH . 


- 2 - - 




Employee SuggestTon '■ * 
, FD-2S4 (Rev. 9-1 1-59) 


o 








Q 




17 


To: 


Director, FBI 


From: tSunaestar’s nomel 

SA 


Date 




2 / 3/78 


Division of Assignment 

ALBUQUERQUE 


b7C 


SUGGESTION 

. suggested that the Bureau adopt the policy of having 

tber ^ile _i acXet s tuped as indicated below in inve^stigative matters 
wherein ELSUR has taken place: 


ELSUR-DO NOT CONSOLIDATE'DO NOT DESTROY 






Current practice or rule (Include manual citation as well as facts) 

The only rule in existence is- that ELSUR files are hot destJ^oyed 
under the destruction program. 

■Advantages of suggestion and annual saylngs-(lnclude basis lor estimate) 

This will prevent the file from- being destroyed during routine 
file destruction. It is noteii that the tapes from ELSUR are not 
maintained in the file'; however, transcripts are, and it could 
become necessary to have to transcribe all tapes over 
again should the subject of the investigation inquire about ELSUR 
during a court, procedure. This procedure is in effect in the Albuque^:- 
que Office and works very satisfactorily 








Disadvantages of suggestion 

None 








e-6^.1978 


(The use by the United States of .my.suggestloh shall not lorn the basis of *a furtlier <f 
assigns u'pon-the United States*. I understand that I will be considered for any Justlfl[ 
within two years alter submission.) 

CBidr.. l_r^ 


^nj|iture and Title of Su j^ester f SA 


Recommendations and comments of Division Head 


FORREST/ s/. 




This suggestion appears to have merit 


(Do not" write In this space - for Bureau use only) 

^c^-^^iVlAR9 1979 


adoption. 



EHRggi 


hi 6 




>• 






Re: Suggestion #150-78, 2/3/78 

ADDENDUM OF THE RECORDS MANAGEMENT 



DIVISION (TBD:mk 2/10/78) 


It is proposed in attached suggestion from the 
Albuquerque (AQ) Office that policy be established to require 
that file jackets be stamped "ELSUR -DO NOT CONSOLIDATE - 
DO NOT DESTROY" in those instances where the investigative 
file reflects .ELSUR activity. Suggester feels this procedure 
would eliminate accidental and premature destruction of 
ELSUR material during the on-going mandatory file destruction 
program. 


OBSERVATIONS : 


f - % 

Representatives of the Records Systems Section, 
Records Management Division^,- are aware that suggested^; Tand/p^r. 
similar procedures, are already being- utilized in other .fie.l'd, 
offices in order to .avoid the premature destfuction/6£ ELSUR 
material. Ibis therefore believed to be^ unnecessary ’to- • 
to institute a mandatory policy* requiring; the stamping « 
of file covers as suggested.. Hpweyer, it is felt that since 
this procedure appears to be * working , we 11 for ’AQ, they„/shbuld 
be permitted to continue. ; . ' ' ^ 


> 


RECOMMENDATIONS: ‘ \ ^ 

_ _ ^ 


That- AQ be permitted, to continue suggested procedure 
in their office. However, it is recommended that procedure 
not be established as a field-wide policy. 



Approved.- 

buector 

Adm. Serv. 

leeal Coun. 

Crim. Inv. 



Rec.M2nt. 

Issoc; Oir. , 

Idem. 

Spec. Inv. * 

beo. AO Inv. 

Inten.- 

TmIj. Scrvs. 

.bl^i'AO Adm. 

Laboratory 

Tramini! 

‘ 


Public Alls. Off. 
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March 1, 1978 
PERSONAt ' 






b6 

b7C 


Federal Bureau of Rive^gatioa 
Albuquerque, New Mexico 




Dear 



Your suggestion bas been received that ^licy be 
established to require that certain file jackets be stalnped ui a 
particular manner . After evaluation, it has been determined that 
suggested and/or similar procedi^es ^e a^eady being utilized 
in other field offices; therefore, it is believed to be unnecessary 
to institute a mantotory ppUcy requiring such a procedure ? How- 
ever, since Ms method appears to be working weU for youi* office, 
it may be continued. - ; 

The interest you expressed by submitting your^idea 
to me is greatly appreciated. f *- 

Sincerely Yours, 

' 




■■r. 


l!Wiam H. Webster 
Director 


Asst. Dir.s 
I A^o. Servs..^ 
Cna. Idv. 
IJent. 

LoborotQry 
Legol Cogn. » 
Plon. & Inspi .. 
Rec. M9nt.^ 
Tech. Servs. - 
Jrolning . 


- Albuquerque 
1 - Field personnel file 
i - ^ggestion file 




REC-7Q 





‘JH WAR 8 197$ 


- Personnel file of SA 
iW:njw miuo 
( 6 ) ^ 


(Suggestion #150-78) 


-re- 


public AHs. OH. ^ 
Telephone^ Rn. 
Director's Se^c'y 


S^'678 



Continued - Over 


FBI/DOJ 






Federal Bureau of Investigatioii 
Albuquerque, New. Meslco 


NOTE; Suggests Bureau adopt policy of having .thafile jacket stamped 

^'ELSUR-pO -NOT CONSOLIDATE -DO NOT DESTROY" in investigative 
matters wherein ELSUR has tiken place . ^ggester advises procedure is in 
effect in Albuquerque Office and. works very satisfactorily. The Records 
Maimgement Division notes, that representatives of the. Records Systems 
Section are -aware that suggested and/pr similar procedures are already 
being utilized in pther field offices in order to awoid the* premature rdestructipn 
of ELSUR materM. It iSj therefore, believed tp be, unnecessary to institute, 
a mandatory policy requiring the staniping of fUe covers as suggested. How- 
ever, it is believed that since this procedure appears to be working well tor 
Albuquerque they should be permitted to continue. The Repprds: Management 
Division recommends that Albuquerque be permitted to .continue suggested 
procedure in their office . How.ever, it is recdmniended that procedure not be 
established as a, fieldMde. policy. Views attabhedi 


APPROVED: 

ph-ector, 

Assoc. Dir. 

Dep. AD Adm. 

■ Dep.- AD Ihv. : . ■ 


Adm. Sejv. Logoi Coun. 


Crlm. Inv. 

tdent. ; 
:jnfeii. '■ _ 

.^boraitpry,’ 


Plan, & Ipspf 
Rec.'Mgnt.*£ 
Tech. SerVa 
Training 




public AffsV Off." 


- 2 - 




OUTSIDE SOUUOE 


May 9., 1978 











j As the result of Invitation for Bids Number 
2083 for Letter Size File Backs,” Contract Number J-FBI- 
7827 has been awarded to The Shaw-Walker Company for - 
the total amount of $23»400.00. The award was\made to 
the lowest, responsive and responsible bidder. 

Your interest in this procurement is appreciated,, 
and we look forward to your participation in future 
solicitations. 

Very truly 


MAitroy 

MAY 9 1978 
-far 




Jay Cochran-, Jri 
Assistant Director FBI 
Technical Services Division 
Contracting Officer 


Assoc. Dif. ....u 
Dep. AD A^ffl. 

. Dep. AD Inv. . 
Asst. Dir.: 

Ada, Seivs.^ 

Cri«. Inv. 

Ident. ^ - 

Ifttell.. 


» ESJMAYUWS , 


Lobofotory 
Lego! Coen. ^ 
Plan. lnsp.« 
R«c. Mgnl. M 
Teel), Seivs. „ 
Training - 
Public Affs. Off 
Telephone‘Rm> 
Director's Sec 


NOTE: 
1-2; 408 


i' 

Based' on Federal Prp.curement>,,^egulabion Section 
regarding, not if ica^o^ af ^unsuccessful offerors. 

>:vmw* 

y approved.' 




Director 

Assoc. Oiifr — ^ 

Dep. AD ^ 

Dep. AD Inv. * 


ASm. Serv,^ 
Crim. Inv. 

Idenl. 

Intell. 


Laboratory' 


LegalCoun. 

Plan. & lnsp.““~ ^ 

Rec Mgnt. - 1 ^ - 
Tech.Servst223^ 
Training 
public AffsTOfL 
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May 9, 1978 


OUISIDS SQUftCB 



S' 


• 



a. 



€S 






the result of Invitatj^ for Eijls, IJwEber 
208^' fOJi ^^^t ter Size Fllft B?^ak^L.j ^<i^iitraot Number. 
'Vi<g7^,has~~been awarded Sh?^t:-.T jEl)rer Cciap any^ for 
the total amount of $23 » ^00. 00. The award was made to 
the lowest, Y’®sponsive and responsible, bidder. 

Your interest in this procurement is appreciated, 
and we look forward to your participation in future 
solicitations. 


Very truly^ yours. 




t / 

I ' i. 


* Aj^joc<Di(. 

Def). AD AJa. . 
'^pt AO Inv.,. 
, A»$t.^Djr.; 

‘ 'A^a.'Servs«M^ 
,^^^'Cno^ Inv, 

IJiat. - - 


MAILED 7 

MAY 9 1978 

i^Bi 




Jay Cochran, Jr. 

Assistant Director FBI 
Technical Servides Division 
Contractiria Officer 


' V 


a 




1978 


r f :* ' ! 


Loboratofy 
Le9ol Couii.^ 

Plon. &lnsp.. 

Rec. Mgnt. - - 
Tech. Servs, 
Training - 
Public Aff$. Oijt 
Telephone 

Director's Sec'y — ^ 


| j l -n “ . , 

^ ^ '*-1 

NOTE: Based on Federal Procurement ReguTat‘i9Dn Section 

1-2.408 regarding, notification of unsuccessful offerors. 

approved: 

Rec Mgnt. ^ 
Tech. Servs; 

I Training^ 

Public Affs. Off 




Director — 

Assoc. Dir. ___ 
De'p. AO Adrti. 

Oep.AD Inv. 


Ident. 

lntell.__ 

Laboratory 



^•FBI/DOJ 




o 




fl’ 





May 9, 1978 


OUISIDE SOURCE 




\/^ fhe result of Invitat^n 
.2IlB3~fog;^l! tter Slzig^tlel^aok8,^ f1^tr»flnh ffy^pi' ber J-FBI- 
,7.8£7»Jhas be^ awaraed 'to' xne ahaw-Walker Company for 
the total amount of $23 » ^ 00 . 00 . The award wab made to 
the lov;est, responsive .and responsible bidder. 

Your interest In this pr'ocurement is appreciated, 
and we look forward tb“ your participation in future 
isolicitations. 





MAILED 7 

MAY 9 197B 

P6I 


Very truly 

[.m 


>urs. 


4 V* tPOT * 


.Jay Cochran _ 

Assistant Director FBI 
Technical Services. Division 
Contracting Officer 




(20 MAY 11 1978 


•Atsoc. Dir. — 
D«p. AD Ajm. . 
Dep; Ad Inv, ^ 
A$$t. Dir.; 

A^m. Servs^,^ 
Crim. Inv. 

IJ»nt 

Intell. 






‘ LoKflratftry _ -^- -- 
Ltpol Coun. - - 
Plon. & lw<p- ----- 

Rec, Mgnt. _ 

Tech. Servs. ----- 
Training 

Puhlic A«$. OH. 
Telephone 


NOTE: Based on Federal Pr'ocurdii^np Regulation 

■1-2.408 regarding notification *of unsUcc'ekifuE 


Section 
offerors i 



APPROVED: 

Director^ 

Assoc. Difi. _ 
Dep. AD Adnii 
Dep. AD Inv. 


Adm. Sery.^ 
Crim. Inv. 


. Jdent. 
Intell. ■ 


Laboratory^ 


Legal Coun. 
Plan. & Insp, 
Rec Mgnt, 
Tech. Servs' 
Training 




Public Affs, Off. - 


FJBI/OOJ 


cr tr 



















Employed Suggestion 
. FD-2S2 (Rev. 9-U-S9) 


o 


Director, FBi 


SUGGESTlOtr 


4 ^- 



FToms (Suqqester*s name) 




Division of Assignment' 

Div. IV/ Records Services 


Tha't a notice be posted in individual offices stating which 
drawers and' cabxnets in that' office a locate cleric has or 
does not have a<;cess to. (Cabinets could be numbered and listed 
•as such. ) 





Current practice or rule (Include 'manual citation as well as facts) ' / 

Not applicable / 


Advantages of, suggestion and'annual savings (Include basis. for ’estimate) 

It will ser'v'e as an .aide to. locate clerics who can -then 
define sn area/ and .systematically search and eliminate 
those areas "off Idjwtts." Often there is tension, among; 
supervisors aboyj^ j{locate clerics looking in drawers, containing 
otl>er than pers^nel mail andt^iles. _ 


.Disadvantages of suggestion 




None foreseen ^ 


enro use by the Unitecl States’ of my suggestion shall not. fofm’-th'e' b'dsisfof-a further, claim of cny nature by i 
assigns updn,.the United States. 1 understand. that’ l-wli/jb’e jconslderejd^fortdj ‘ 

within two' years after submission.) , 

^Mr. Oafs. nCDJllsl^ 


Becomm'endotlons and comments of Division Head i, ^ 

C EC lit '.Li 2f3 AUG 1. mi 

Suggestion appears to have, merit and favorable consideration 
should be given to this matter 


(Do not write In thls space - (or Bureau-use. only) 


Signature and Title '• 


ADDElgUM OF THE RECORDS MANAGEMENT DIVISION PAGE 2 






Re: Suggestion, 6/15/78 


ADDENDUM«OP~THE..RECORDS-MANAGEMENT.~DIVISION~.{HRS:bpr -6/27-/78) 


Supervisory personnel in the Personnel Records Subunit 
recognize that there is a. problem for their locate clerks 
in some offices where they have a need to coritabt and search 
for files and mail they have been requested to find. The 
Supervisors of the Subunit are of the opinion that the offices 
involved should make the decision which method is best for 
them to inform locate clerks, by labeling cabinets or some 
other method, where they a,re free to search or where they 
are restricted-. 

Records employees should be instructed, to be diplomatic 
in making contacts along with being instructed on locating 
procedures. 

The views of the Administrative Services Division 
and other interested divisions should be solicited. 

RECOMMENDATION: 

*. 

That the suggestion be referred to other divisions 
for their views. 


APPROVED; 

Director^ 

Assoc. Dir! 
Dep. AD AcfinT 
Dep. AD Inv. 


Adm. Serv._ 
Grim. Inv. 

ident. 

Intell. ' 
Laboratory, 


Legal Coun. 

Plan. & Insp. 

Rec, Mgnl. 
Tech.Servs7_: 
Training- 
Public AffiTOfT 




2 



<< > 


o 


Suggestion #353-78 


ADDENDUM; INTELLIGENCE DIVISION (INTO), 7/13/78 GGAzjpm 


This suggestion recoiranends that FBIHQ Supervisors, 
in those cases where such action is deemed necessary, 
appropriately mark safes containing such sensitive 
materials that locate clerks should not have access. Based 
on the fact of this suggestion, it would appear that cer- 
tain problems have arisen where locate clerks have sought 
files among FBIHQ Supervisor's work, or safes. 

INTD* does, not feel that such a "system" should be 
inaugurated. An implementation of this proposal would 
immediately flag those safes holding the most sensitive 
materials of this Bureau, thus contributing at least to 
some extent to a lessening of security. Secondly, it is 
felt that any problems that may have arisen in this regard 
will have been a result of a lack of tact or consideration, 
either on the part of the FBIHQ Supervisor or the locate 
clerk. It should not be necessary to take the necessary 
steps to implement this suggestion in order to alleviate 
a problem of this type. In any event, all FBIHQ 
Supervisors are aware of the locate clerks responsibilities', 
and that these, responsibilities require them to have access 
to virtually all work areas. In those few cases where a 
Supervisor insists that certain materials be kept secure at 
all times , - because of the sensitivity of the documents., he 
should understand that it is his responsibility to keep 
these documents secure in whatever method he deems to be 




o 





. p 

>• 

Suggestion #353-78 

addendum of the identification DivigiQN: 

Identification Division maintains individual administrative folders on 
Division personnel which are generally sufficient to handle arising personnel 
matters. Requests for and holding of Bureau personnel files of Identification 
Division employees are limited and principally would be c^led for the Division 
Front Office. Therefore, this Division recommends locate clerks consult \^th 
the Division Personnel Office when attempting to locate personnel mail believed 
charged to the Identification Division. 



APPROVED.' 


Director 


Assoc.. DfrT 


Dep ADAdm. 
Dcp. AO lnv._ 


Acim. Serv. 
Crim.Inv. 


MIV. t ^ 

. 0^ 


Idcnt, \ 

ln;.e’l, * ~ 

Laboratory 


Legal Coun. 

plan SInsp. 

Rcc, MpoI. ^ 
Tech. ?>ervs.'__ 
Training 
Public Affs.OiL 




ADDENDUM; ADMINISTRATIVE SERVICES DIVISION 


o 

RL;kld 7/14/78 


The Applicant and Placement Unit concurs with the 
attached suggestion. 

A notice posted in individual offices defining the 
cabinets and drawers in which the locate clerks have access can 
result in two advantages. 

First, the locate clerks, will have defined areas of 
responsibility which will enable them to perform their duties in 
a more efficient manner. They will not have to conduct searches 
in areas where there is little Chance of locating personnel mail 
and files. 


Secondly, there will be a reduction in tension among' 
supervisors and locate 'clerks resulting from searches in cabinets 
and drawers containing items other than personnel mail and files. 

t 

^COMMENDATION ; That the attached^ suggestion be approved and 
implemented . 




APPROVED: 

Dliector 
Assoc. 0(r, 
Dep. ADAdm. 
Dep.ADlnv.^ 


Adn.S 
Crit>i. Inv 


Laboraioty 



Legal Coun. 
Plan. & Insp." 
Rsc, Mgnl. ^ 
Tech, ServsT 
Training 


Public Affs. Off. 



Suggestion #353-78 


Re: Suggestion, 6/15/78 



ADDENDUjLl#£4^:ljs* 7/11/78) 


Although there is a need to implement proposed 
suggestion in other divisions, laboratory section chiefs 
and administrative subunit supervisors maintain that it 
is seldom necessary for locate clerks to conduct their 
own searches because examiners and laboratory clerks are 
usually willing to conduct searches on behalf of the locate 
clerks. When it does become necessary for locate clerks 
to conduct their own searches, they already know, for the 
most part, what drawers and cabinets are accessible to them. 

The option of providing additional space, i.e. 
a special drawer for the locate clerk is seen as impractical 
because of limited space conditions due to the storage of 
laboratory equipment and other research materials. However, 
the. drawer in which examiners have hitherto stored files could 
be labelled as accessible to locate clerks if this can 
facilitate locate searches. 


* % - There are some questions regarding the notices 

which would be posted in the event this suggestipn is 
approved. Who would provide the notices— 'Records Services, 
or individual agents and- examiners? Where would they be 
posted?, \ 


Perhaps, this problem could best be solved if 
locate clerks; made it a habit to inquire about accessibility 
before they conduct searches. 














Suggestiori;'f353-.7‘8 - 






: ADDENDUM of /TECHNICAI,- services DIVISION;. KTB;io 7/11/78 


The Technical Services Division interposes 
no objection to ' this, suggestion if it is determined 
that su^ a procedure will bh of assistance to locate,- 
clefks.'^Note that in most instances where such activity 
occurs there are communications of a sensitive natur.e. 
which we dp not wish to have perused during, the course 
of a locate inquiry. For that reason, we would anti- 
cipate continuing with our present policy of haying- 
our, employees work jointly with the locate clerks 
in an; attempt to .find a specific document. 



APPROVED: 

Director 
Assoc. Dfr! ~~ 
Dep. ADAdm._ 
Depj AD Inv.. ~ 


Adm.Sery. 
Crim. jnv._J 

ldent._ 

lntelli^_ 

Laboratory 


Legal Coun. 
Plan. & Insp. 
Rec Mwl, 
Tech. Servs' 
Training 
Public Affs. Off. 









RE; Suggestion #353-78, 6/15/78 

ADDENDUM OF CRIMINAL INVESTIGATIVE DIVISION, (BRB;bam, 7/11/78) 

RECOMMENDATION: The various Sections of Division 6 recommend 

^ that the locate clerk seek the assistance 

of the occupant (s) of the Division 6 space in question to 
determine if, in fact, certain cabinets are unavailable 
for search purposes. 



'•approved: 

Director - 

Assoc. Dir. ^ 

Dep.AOAdrn. 

Dep. AD Inv- _ — 


•Aam.SctV, 
Crim. lr»v, 


Idcnt 
Inle'l. 
Laboratory 



te^alCotJrti 
'Plan. & inspi 
Roc Mitirt. 
Toch.sbrvsi 
Training 


Xr0}n«njj , — 

Public Affs. Off. 



Suggestion #353-78 

ADDENDUM LEGAL COUNSEL DIVISION JCF:nls 7/7/78 • 


Legal Counsel Division has no objection to designating 
a certain cabinet drawer in its various offices where personnel 
files and related materials may be stored. This would enable 
Locate Clerks to have access to such a drawer should it become 
necessary. However, Legal Counsel staff will continue to afford 
every assistance to all Locate Clerks searching for such materials. 


APPROVED: 

Director 
Assoc. Dir. ; ‘ 

Dep. AO Adrh. 

Dep. AD Inv. 


Adm.Serv. 
Crim. Inv.^ 

Ident, 

Intell. 

Laboratory 


Legal Coun. 
Plan. & Insp. 

Rec Mgnt. 

Tech. Servs. 
Training 
Public Arts! Oft'. 
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n, - 



t 

0 


July 26i 1978 
PERSONAL 




Fedei^ Bureau of Investigatipu 
Washington, D.C. 


O 


Dead 


rhave received your saggestion.reg^ding gj^taih 
procedure to ai^i io^te clerks in their search for fll es^iumggr" 
Mter evaiuatioa, j^bur jnrdjK)^ U(^ _ 

Itelieyed cabinet^ shouldi not l)e;”flagged’* to content for 
security reasons . In most instances , locate clerks have access to 
work areas, and in those few cases where cier^n materials must 
be kept.seSure and locate clerks, do not have'' accfesg, employees 
assigned to that ^ea assist in searching for fUes^nd m^. 




rr 



'Sincerely yours , tt, 

- m: & 

\Arniiam M. WebsteK •‘CO-J? > 


William 

wailam Hi Webstyr 4 L 


Director 


\ 


Asstc. nit- 
Dep. AD A^m'.' 

.Dep. AD, lav. 

Asst. Dir.: 

A^oi. Setvs. 

Cfim. lav, 

Meal, 

,\laje|l 
\Loba'ratpiy 
Lepal Coua, 

Plope^ lasp 
jMal.'_ 

Teeh.l >t<Vt»'>iiiaiiia 

Traiainj ■■ ■ 
PgWic'Alfs.'Olt.^ 
Telep^e Ra. ** 



1 - Mr. Bassett. 

- Per SQmiel file of 
■W:niw>4^ 

5) ' 


a* 


^aug :i* . 


:r* 


(^ggestion #353,-78) 

■■'■I : .■ 


nisrv ir^r-'V 


,'b6 

b7C 




Although favorable action was not iaken in 
ins^nce, the interest you expressed by submitting your idea, to me 
is appreciated.' 

y-38 






Continued - Qver 


ih; 








Federal Bureau of Investigation 
Washington, D.C. 



b6 

b7C 


NOTE: ^ggests a notice he posted in individual off ices stating which 
drawers and cabinets in that office ^e accessible to locate 
clerks. The Legal Counsel and Planning and inspection Divisions 
have no objections to-this suggestion. The Criminal Investigative 
Division recommends that the locate clerk .seek the assistance of .the 
occupants of the division space, in q^uestton to determine if j in fact, 
certain.habinets are unavailable for search purposes, The Technical 
Services Divisiohiiinterposes no .objection to^this proposal. However, 
they note tha;t in most instances where such activity occurs there are 
communications of a sensitive nature, whiclfi should not be perused 
during the course of a locate jinquiry. For that reason, the present 
policy of having their employees work jointly with the locate clerks 
will be continued’. The Laboratory Divisipn notes although there is a 
■need to implement .prpposaL in other divisions. Laboratory section 
chiefs aiid^adniinistrative subunit supervisors maintain that it is seidqm 
necessary for locate clerks to conduct their own searches because 
examiners, and laboratory clerks are, usually willing to conduct searches 
on .behalf of the clerks. When it does become necessary for- locate : 
clerks to, .conduct their owh:searches^ they already know., for the most 
part, what drawers and cabinets are accessible to them. The Administra-r 
tiye Services Division concurs wthLhe suggestion. The idehtificatidh 
Division recommends, that locate clerks consult witb the division Personnel. 
Office when attempting to locate ;personnel.«^ mail believed charged 
to the, Identification Division. The Intelligehce .Division does ndt believe 
that suggestion should lie inaugurated. An implementation of this pro-' 
posal would immediately flag those safes holding .the most sensitive 
materials, of this Bur eauj thus contributing at least to some extent to a 
lessening of security. FBIHQ ^pervisors are aware of the locate clerks* 
responsibilities and that these' responsibilities require them to. have 
access to virtually all work .areas . In those few case’s, where a supervisor 
insists that certain matefials be kept secure at all times,, because of the; 
sensitivity of the documents, he .should understand that it is- his responsi- 
bility to keep these documents secure in whatever method he deems 
to be appropriate and necessary under Bureau regulations'. In view of the ; 

foregoing, especially the strong opposition by the Intelligence Division i 

and the comments from the Technical Services and Laboratory Divisions, ' 
it is recommended that this suggestion not be approved. Views attached. 



APPROVED: 

Director 


^S50C.Dir.^ 

Dep. AH 


Adrn. Serv. 
Crim. Inv. 

Ident. fi-c/i 
Inteil. 7*^ 
Uboratoiv 



Legal Coun. 

Plan, & Insp. ^ t 

Rec.-Mgnt. 

Tech. Servs. 


Training 

, public Affs.Qfi; 
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• Employee Suggestion * 
FD-2S2 (Rev; 9iW-S9) 


CD 




Plrpctor, 'FBI 
SUGGESTION 


From;_JSu22ostor^3_nanio2, 

saI 


Date 

' 

* 

9/5/78 



' Division of Assignment 

bo 


MEMPHIS 

b7C - 



I suggest that thej^olicy Rech ar gi n g s er xali s be withdrawn. 




Current pra^ipe or rule (Include manual citation a» well as facts) 

Accordxng to the Manual of Administrative Operations and Procedures, 

Part II, Section 2, paragraph 2-4. 3.4', serials must be recharged at 
the end of 60 days and every 60 days thereafter if necessary. : ^ 

Advantages of. suggestion and annual savings (include basis for estimate) 

Recharging serials offers little or no benefit to administration of* 

» files within an FBI Diyisiori. Further, recharging does not insure the 
security of serials. With the ctirrenf climate of emphasis on white, 
collar investigations, files become ypluminous and complicated. An 
Agent working in a Resident Agency.,, by the nature of the organization, 
maintains a large number of serials for reference, especially in white-... 

; collar crime matters. Considering the crltidal shortage of Agent fi/ 
manhours throughout the Bureau it appears obvious that the requirement - 
serial be recharged each 60 days is, hot cost effective. Thi‘§^V»2^ 
recharging requires an audit; of each; serial in possession of the 
Agent, which is unproductive time. This procedure (continued page 2) 

pisgdvantages of suggestion 

« " ' ' ’ 

None 


(Tho uso by the UnUed States 'of my suggestion shall not' form tbe ba 
assigns upon the.Unlted States. I understand that 1 will be consider 
within two years after submission.) 

^^Mr. I I Mrs. I 


j i- . 


Becommen^tlons and comments .of Division Head 


See addendimi'. 


- . • /r It ... ^ 

(Do not writ© in this spibo -yfor Bureau use^only)^ mig 


I or 

adopted 




^ ^ 52 ' ^ 


ms. 






Signature and"’T|yo^ 
V 




-* — -V 




also, impacts upon clerxcal personnel maintaining the j|iles 
at Headquarters . The bash chargeout system appears to 
provide pccpimt ability for serials in IBufehu files; howevier, 
once the accountability is established, recharging seems, to 
serve no useful purpose worthy o.f the enomous amount of 
manhours currently devoted to- that pfogram. There are no 
statistics available to estimate savings. ' 


ADDENDtJM 


RHBjtjm 


9/5/78 


The suggestion of SA | [should receive serious ' 

consideration as the priorities of FBI investigations haye 
, changed and as we become more and more involved in the highly 
complex invest igatidns the need to retein serials for , an, 
extensive.peridd 61 time also increase^ . , The system for charging 
out serials insures accpuhtability and there, dppears tbet 
nnce this accountability is pstaHlished the r.echar^gihg pf 
sprials lends v.eny little to , security pr accountability .x 
As required by -existing ins true tipns , each Agent must jindergO 
A ,'thorougb file reviei? ny his supervisor at. le.ast pned' every 
60 days.. Th;is file review requires that the Agent end; the 
.supervisor thoroughly review the casen currently assigned to 
that Agents Those serials that heed; not b;e fetaiiied wbuld 
be returned; at . that time-, - There appears- to be. no Ipg.ical 
reaso;h tp require, that .an Agent either reihrn {^^ r 
a .serial every 60 days when it, is obviphs. thAt they must be 
Retained as' ah aid inlthe inyestigatidh or ^prosechtidn-. It 
^appears, his suggestion, would save; valuable, Agenb manhours,, 
as well as clericalOtim'e , bptb of which, are in critical 
sbprt supply.' - ‘ ' 







Suggestion #434-78 


ADDENDUM OF OFnCE OF INSPECTIONS, 


pla: 






GANI 


INSPECTION DIVISION 
bhg, 9/26 A8) 


The Office of inspections, Plannihg.and,Inspection Division, 
does, not, agree with the- adoption of this suggestion.- One of the most 
important management tools available to the supervisor is a. 60-day 
file review. If the Agents are ailowed to keep series fbi; .^'linlimited 
time, many pertinent serials would nqt.be in the file whenihe review 
is conducted. The Agents af,e how allowed to; keep the JULe for '60, days 
and, if necessary, to- recharge same. It is a';simple procedure and 
we feel a necessary administrative control for the efficient maintenance 
of our filing' system. " . ’ , t ' 





b6 
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October 2, 1978 
PERSONAL 


a 


Federal Bureau of lEvesugation 
MemjiMs^ Tennessee 


O 


Dear 






I Ifcave .received yoiap OTggestidn ilia| our poRdy of 
recharging serials eyeiry sixty days be discontinued; After consid- 
erauoh/^ur pr^sal fe not¥eihg approved since re of the most 
important management tools available to the supervisor is the sixty- 
day file retdew, and if serials are charged Out for an unlimited tlme;^ 
many pertinent serials would not be in file when the review is,condu*c^ 
It is believed jthe simple procure of recharging serials is a neces^ 
sary administrative control for the efficient maintenance of our filing 
system. 

The thoughtfulness you ejqjressed by submitting your 

idea to me is indeed appreciated although favorable action was not 

taken in this instance. ■ um v 

■ y-52 

Simjerely yourSy - Cc' L " 

William H, Webster 
Director 




OCT 


A»oc. Dir, __ 

Dep.'AD kirn. 

Dtp. AD Inv, 

'As«f. Dir,: 

Kia, Strvs,,^ 

Cria. 

Uent, ■.■■11,1, 

InUll. ^ 

LoliotatPiy 
'Ltgal Covti _ 

Plan. & J.nip. 

Rec. Mgnl. 

Tecli. Sg'rvt.. 

Training , 

PaMic AK.i, 

Telephone ,Rn,_w r 
Director’s See'y __ ’ MAli 


2 - Memphis 


±"l 


1 - Field pars bmfei "file ^ if 
1 - Suggestion fiie^ -^ 



rPersgWei fife o? ,S^ 
W:njwt\w> 

6 ) \ 




;r4 13^/' 


'a 


(Suggestion #434-78) 



Continued - Over 










Federal Bureau of Investigation 
Memphis, Tennessee 


NOTE: Suggests policy of recharging serials be withdrawn.. Serials .must 
be recharged' at the end of 60 days arid every 60 days thereaiter 
if necessary. The Office of Inspections, Planning and Irispection Diyision, 
does not agree with the adoption- of tMs suggestion. Orie of the most importarit 
mariagementvtobls available to the, sujpe^isor is a 60 -day file review. If' 
the agents are allowed to keep serials for an rinlirnited time, .many pertinent 
serials would riot be iri the file when the review is: conducted. The -agents 
are now a,nowed to keep the file for 60 days arid, if necessary, to recharge 
same. It is, a simple procedure and the Office of Inspections believes It is 
a necessary ad'ministratiye control ■fo'r the -efficient riiaintenarice of; our lilirig 
system’; it is r.ecpmriiended. this suggesjidnmot be approved. Views attach^. 
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'%ij>Ii>yec^uggestion 

FD-'aSa (Rev. 9^11-S9) 


do 


A 





r 



Date , 

■ . 



December, 14, 1978 

To: 

From’: (Suaaester's name) 


Division of, Assignment k.:; 

Director, .FBI 



4 b7C 

SUGGESTION 

That attached 3x5 card be adopted as a 
a new Bureau form number.. 

new Bureau form and afforded 


i) 


-D ' 


Current practice or rule (Include manual olt'atlon,ds well as focts) 

Attach temporary unofficial notice to the front of Field Office file. 
No mannual citation-i. (See attached page) 


Advantages oCsuggestion and annual covings (Include'-basis for esttm'ats) 

1) Create an efficieht and uniform method ,for, handling FBI Field Office 
files that have been sent to Headquarters. 

•2) Reduce ^lossibility of misplacing of Field. Office files at Headquarters 
(i.e. misfiling Field Office files into Bureau filing system). 

3) Expenditure of clerical time attempting to locate misplaced files would 
be reduced. 


.EX414 




Disadvantages of- suggestion 

None known. 


Ef JAN 26 1979 





(The' use by the Untted.States of my suggestion shall not form th e t>asls pf'vdffArtheoclaim of any' nature by me, ro/ heirs 
asslgrjEUpon the Uni'ted 'States. 'I understahd'that 1 wlU'be cons| 
within two years after submission.) 


IXJMr. CUmis. CJ 


Istlon Is adclj^^tl 


J<jes,ter 


Recommendaliops and comments of Division Hoad 

Above will insure uniformity and effiBiIncyn^nt'ha Field. Office 

files at FBIH^ind I irebommend adoption. 




Asst. Direet'or>f° Tuie Records Managed 


V 


(Do not .write In.thls space - for* Bureau use only) 

6 1 FEB ^ ^ * 



ment Division, 

SEE RMD ADDENDUM PAGE 3 



/ 





FBI/DOJ 


Oo 


December t4‘, 1978 


- Frequently in civil litigation and FOI/PA matters 

it is necessa^ that original Field Office files be sent 
to FBIHQ for processing and excision prior to release. 

Receipt and storage of these files while at FBIHQ presents a 
very real problem due to the fact that the file jackets used 
by FBIHQ and Filed Offices are virtually identical in size 
and appearance, which makes intermingling them with FBIHQ files 
very easy, difficult to detect, and extremely time consuming 
to retrieve. Instances of this intermingling have occurred 
iii the past resulting in the expenditure of excessive 
amounts. Of clerical resources to locate them ,and delay in 
the processing and excision of documents. 

In an effort to preclude Field Office files becoming 
intermingled with FBIHQ files a blue card, prepared on, an 
individual unit or section basis, is currently being stapled 
to the front cover of each section of the Field Office files 
when recieyed. A copy of the card presently in use is 
attached. 

The current practice is, deemed undesirable since 
it, lacks uniformity and is temporary in nature while civil 
litigation and FOI/PA requests are escalating as is the 
number of Field Office files being received at FBIHQ. 

Attached is a format' that is being proposed as a 
new Bureau form with the flexibility of. being used by either 
the Special Projects Review Unit, the Special Case Review 
Unit, or FOIA. Should this form be adopted it would be 
printed on blue 3" x 5” card stock to enhance its visibility. 


; . QO 

• * 

%* 

A^ttabhment to Suggestioji of 




be 

b7C 
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Qd 


RE; Suggestion 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (TTO^SSj 1/15/79) 

It is proposed in attached suggestion from the 
FOIPA Branch, Records Management Division, that a 3 x 5 
card form (sample attached) be designed to facilitate the 
labeling of field office files received ,at FBIHQ for 
processing relative to FOIPA matters. 

OBSERVATIONS ; * 

The FOIPA Branch, Records Management Division 
(RMD) , currently is considering the use of \a stamp (sample 
attached) to mark field office files in ah effort to preclude 
intermingling with FBIHQ files. The Records Systems Section 
(RSSj , RMD, is of the opinion that the ,stam*p is a better 
method of marking the files since a card affixed to the 
file front can easily become detached causing a need for 
constant, replacement and/or repair. The FOIPA Branch is 
evaluating the various stamp formats with respect to .which 
one will best serve their need and upon making a selection 
will submit ah appropriate/commuriication recommending that 
the use of the stamp be implemented. This is being coordi- 
nated with, the Records Systems Section, RMD. 

% 

RECOMMENDATION ; 

Recommend suggestion not be. adopted. » 


APPROVED; 

Director . 
Assoc. Dirl 
Dep. AD Adm.7 
Dep. AD Inv. \ 


Adm.Serv. 

Crirn. Inv. 

Ident. 

lntcll.‘;;^ 

Laboratory . 


Legal Coun._ 
Plan. & Insp. 
Rec. Mgnt. 
Tech.Servs., 

Tralnlng^ 

Public Affs. Off. 


’lH&ta 








COPIED 

F 0 1 

JAN.-.3 J079 RY 


On 

FOR 



COPIED FOR 


New 


'lect o 9 f./c^ 


pPlED FOR 




6P •>* 7 g. > 

" -j 


jo/iic ft^cty 

COPIED FOR 

i ^Aa.** 

I See', (9-7^ a.r*/- 


(JC(^ ioiZK f*«GcD df-pi't-S 

COPIED FOR 


Jui-j^s fr. aC. ' c- 


EHClOSUtt^ 











FIELD OFFICE FILE 


DO NOT FILE IN FBI HEADQUARTERS FILES 

RETURN TO SPRU 
ROOM 5434 




JIOSUBE 


CD 


Co 


January 25, 1979 
PERSONAL 


Federal Bureau of 
Washington, p.C. 


Dear 


westigahon 





l.have receiyed.your wgestion that a lorryjejlesigliei^^ 
t o facilitate the -labeling omield offi cMjle s^recelved at FBI Headquarters 
for processing in certain meters, ^tw evaluation, your proposal is 
not being approved since a, card affixed to the file front can become 
detached causing ^ need for constant replacement and/or repair, andjt^ 
is believed a Stamp is the'best, method of marking these files. 

Although favorable action was hot taken inihis instance, 
the thoughtfulness you expressed by submitting your idea to me is 
appreciated. 




MAILED 6 


JAN 2 51979 


Slheerely yours, 
William H Webs^‘//> 


DE-23 

V^3 


WUUam H. Wefe| / A o .4, 
Director ^ p f j . 


fii . 


1 - Mr. Bassett 

1 - Personnel, file of 
tGW:nj;w./^" „r 

m '1 


a « 26 1973 


(&ggestldn-#U4-79) 


■f \ 


Continued - Over 


tr tr 





bo 

b7C 


Co 


Federal Bureau of Investigation 
Washington, D. G. 


NOTE: Suggests .a 3x5 card form he designed to facilitate the labeling 
of field office files received at, FBIHQ for prdc.essing relative to 
FQIPA matters. The FpIPA Branch, Records Management Division, 
currently is considering the use of a stamp to mark field office files in 
an effort to preclude intermingling with FBIHQ-files-. The Records 
Systems Section, jRecords Management Division, is of the 'Opinion that the 
stahip ls , a better method Of marking the files, since a card alfixed' to ,the. 
file front can easily become detached causing a need for constant replace- 
ment and/or repair. The FOIPA Branch is evaluating the various stamp, 
formats with respect to .which one will best, serve, their need and upon 
m^ing.a selection will, submit an appropriate communication recommending 
that the use .of.the stamp be- implemented, in view of the foregoing, it is 
recommended that this suggestion hot be approved^^^^ 


APPROVED! 

Director 

Assoc. Dl?: 

SiSMi”-- 


mini 

Ident, 
Iriee.'l; 


iabd.^to^y 


VrWtUli. 

..P!anbajnsp.~ 

Tedh.SerVsT’ 
Traln'oig 
PuM 
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January 16, 1979 


To: 

^ ^Plrector^ PBl 



Division' of Assignment 

Records ,Man^ 

• gom 


e in tne numper < 

Dr rie 

:ld < 


files ;being forwarded to FBI Headquarters for processing pursuant to the 
Freedom of Information-Privacy Acts (FOIPA) . In order td facilitate the 
handling of these field office files it is suggested that the file cover 
for each volume received at FBI Headquarters be stamped- indicating it is 
a field office file and that it has been processed pursuant to the FGIPA. 
It is suggested that the stamp b.e rectangular in shape, approximately 


3h X 1% inches and set forth the followijOT intqrmat^xy: 

o p/es 

FIELD OFFICE FILE: (Large Letters) 

FOIPA PROCESSED: (Smaller Letters) 

The- stamp would be used to place this information, permanently on the ^ 
face of each individual field office file cover and, it would be highlight 
ed by using black ink. 


informatb 


Current practice or rule (Include mcnuol citation as well as facts), There is no current Bureau wxde 

policy to identify field office fries in order to distinguish them from 
HQ files nor is. there ahy notation made to the effect that a field office 
file has' been- processed pursuant to. the FOIPA. 


Advantages: of suggestion land annual savings (Include basis fot-estlmate) During that period Of t im e t 

field office files are being- processed at Hea(3quarters this stamp^^^uld^ 
make individual volumes readily recognizable as field office vp^^es 
thereby decreasing -the possibility of a volume being inadvertently^^T^^ssisS^ 
commingled with Headquarters files. This would insure better control^ 
of field' office files at. Headquarters and save countless hours attempting 
to locate these files In the Headquarters records system. 


continued - page 2 


Disadvantages of' suggestion 

None known- 


(-The use, by the United States of my suggestion shall not form the baS| 
assigns upon the United Spates. I understand that,! will be considers' 
within two years after submission.) 

m Mr, IT-J Mrs.^ I i Mia 



dWre by-me, my heirs, or 
'If my '.Suggestion Is adopted 




Title of Suggester 




I 


Advantages of suggestion and annua.1 savings (include basis for 
estimate), -continued. ^ ^ 

Upon return of the file to the field office the stamp would' 
alert field office personnel that the file had been processed 
pursuant to FOIPA. Thereby avoiding the, possible reprocessing 
of ‘the file at the field office devel. ' 

Although it is riot possible, to compute dollar figures reflecting 
^savings, implementation of the suggestion undoubtedly will save 
countless hours in search time as well as lesseriing the chance 
of duplicative effort. This would ^decrease the possibility of 
a file having been processed pursuant to FOIPA at Headquarters 
later being processed in the field office. 







a: 




Suggestion dated 1/16/79, Fcom 


ADDENDUM OF RECORDS MANAGEMENT . DIVISION (RMD) (TBDilrm 1/18/79) 

It is proposed in attached suggestion from the 
Freedom of Information-Privacy Acts (FOIPA) Branch, Records 
Management Division, that Field Office files forwarded to 
FBIHQ for processing pursuant to FOIPA be stamped indicating 
it is a Field Office file and that it has been processed pursuant 
to the FOIPA. The stamp would be placed bn the bover of. each 
file and volume thereof causing these files to be readily 
recognizable as a Field Office file thereby substariitially de- 
creasing the possibility of becoming inadvertently commingled 
with the FBIHQ files. Upon return of the file to the Field 
Office the stamp would alert Field Office personnel that the. 
file had been processed pursuant to FOIPA and avoid the possibility 
of ^reprocessing: of the file at the Field Office level. 

OBSERVATIONS; 

The Records Systems Section, Records Management 
Division, concurs with suggestion. If adopted FOIPA Branch, 

RMD,. should make arrangements to acquire a suitable stamp 
and assume the responsibility of appropriately marking those. 

Field Office files that are received at FBIHQ for processing 
pursuant to FOIPA. | 

RECOMMENDATIONS ; • ‘ 

Recpnimend suggestion be adopted. 


•APPROVED: ° 

Director , ~ 
Assoc. Dir. . _ : 
Dep. AD Arf/TK 
Dep.ADInv. 


Adip; Serv. 
Crim.- InV. ' 


■ Laboratory 


Legal Colin. 

Plan. & lpsp.~ 

Rec. Mgnt. 

Tech. Servs7^~y^~^ 
Training ; 

Public Af?ir5fil~~^ 
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X), 


o 


January 26 , 1979. 
PERSONAL 




Federal Bureau of Investigation 
Washingtqn,>Xi. p. 



Id o 
b7C 


Dear 






I have received your suggestion that field office files 
which are forw^ded to^3Breadquai;te?;s for processing pursuant, to 
Freedom of Infprmatibn , and privacy Acts be stuped; in a particular-^^ 
manner to desigimte them as field files. After evaluation j Lam pieas^ 
to advise you ttot your proposal has .be apprpved, and steps will be 
taken to place it into effect in ibe near future. 

The interest you expressed by submitting your idea to 
me is appreciated. 




fi/IAlLEp 2 . 


-^ 1 , 


Shicerely yours , 


JftN26 f§79 






1 ~ Mr. Bassett 


Assoc. Dif. 

Dep:‘AD Aiffl.^ 
Dep. AD 
Asst. Di'r,; 
AdiBvSefvt.,j^ 
Crin. Inv. - 
lient, 

immi. r_ T 

Lflliaffltary^ 

Legal Coun. 

Pton. & Insp. ^ 
Rcc. Mgnl. 

Tech, Seivs. 

Train in 9 ■ ■■ _i_ 
PuMie Alls, on, 
Teltphone Ro._ 
Directoi’s Sec’y 


> Personnel iilevofi 
iW:njw 
(5) ' 

NOTE: Suggests; 


''t 



william Hi Webster 
Director 

REC47 







^Suggestion #15/7-79) 
:el^dffiaaXdesUtO£,w 


ir^rocess; 




g ' 
that 


j)ursuarit i^FQIPA.be sbrnned indic^tihF^ thev-a re-fiMdJ anc 

.they hav^peei ^nroce^'s^LPursuantJolth^ FOII^A . The^Re cords: Management , 
Division recorhmehds ihis- suggestion be approved, and if adopted, the FOIPA 
Branch should, make arrangements to acquire a suitable stamp and assume the 
r^sp6nsibiliiy of appropriately marking those fiejd office files that arerreceived 
" 'IHQ for processing pursuant to FOIPA. , 

^ T". ■ APPROVED: , ^ '^dm.Scrv.^^,0 Lc~'-‘Co"n 


SlAmROOM' 


Dep. AD Adm. 
Dep. AO Inv. 


Went., 

La^ratory 


P'en I'nspJ 
Rp,':. "?nt. 
X3?h. Servsf 
Training 
.PuKit'Affs.Off." 




imsm 


-£l 


FBI/DOJ 





FROM 


UNITED STATES GOJ^ERNMENT 

Memorandum 


Mr. Bassett 


UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


date: 3/13/79 


: J. Cochran, Jr. 


subject: file FRONTS AND BACKS 


PURPOSE: 




Ajjoc. Dir. -—--'-y 
Dep. AD Adm. 
Dep. AD Inv. 

Aj$t. Dir.: W 
Adm. $ervs?l— - 
Crin. _ 

Ident. _ 

Intell. - — 

Loborotory _ _ 
Legal Ccun. 

Plan. & Insp. 

Rec. Mgnt. _ 
Tech. Servs. .... 
Troining - 

Public AHs.OH.. 
Telephone Rm. .. 
Director's Sec'y . 


To advise that stock replenishment guidelines deem that 
procurement of the piain file fronts (Stock’Number D-2000) be initiated 
immediately; however, no decision has been made by your Division 
,as to-’the standard size regarding same. 

RECOMMENDATION : 

That your Division advise the' Property' Procurement and 
Management Section immediately as to what your proposed size on 
all file-fronts and backs will be. This is necessary for replenis bines'^ 
of stock items of this nature. ( / 


DETAILS':' 


approved: 

DIrector_ 

Assoc. Dir.^ 

Dep.ADAdm. 

Dep. AD lnv._ 


Adm.Serv._ 
Crim. Inv. 

Ident. 

Intell. 

Laboratory _ 


Legal Coun;_ 

Plan. & <nsD. ^ 

Rec Mgnt. - 

Tech. ServsT^^^aZ- 
Training^_^ ' — < 

Public AffS.Oft.^___^ 


Through action taken by the Congress of the United States 
Joint Committee on' Printing, the new standard size of Government 
stationery will be 8i x 11 inches, effective 1/1/80 (memorandum 
Mr. Cochran to Mr. McDermott dated 1/ 23/79). , — 

LL> ' o-i/f ^ 500 

V&blc^^ 83 r979 





3 0 9 1980 Bonds Regularly on the Payroll Savings Plan 
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February 11, 1976 
PERSONAL 



b6 

b7c 


Federal Eureatt of Investigation 
Washington, D. C. 


Dear 


Thank you very much for the suggestion that certain 
additional information be placed on Form 4-49. I am pleased to 
advise you this proposal is beMg adopted and extended to include 
this dafe on the "FBI Telephone Directory. ’* Steps will be taken 
to place these procedures into effect. 

I appreciate the interest and thoughtfulness which 
led you to bring this matter to my attention. 


MAILED 6 

FEB 1 1 1976 
FBI 

- Mr. Wannail 


Sincerely yours. 

Cm l^bKeUeja 

Clarence M. Kelley 
Director 


Ast«. Oft. 


1 - Personnel file of SA| 
.^ML:slp-S3^ 


orplAoitl (5) (Suggestion 357-76) 

NOTE: Based on memorandum Mooney/ Jenkins, MlXfslp;, 2/9/^7'6,.j . 

RE: Fi le Transmittal Slip (F orm 4-49). Suggestion 357-76 Submitted By 


A*st. Oil.: 
A^mVn. 

Comp< Sysi. . 
Ext. AffaiVs , 
v,FUe» A Com. 

p 

. |n»jp«etlen 

MMii. 


LoSorotory 
itplon. A C^val. ^ 

^Sp«c. 

/Tiqlning 
Legol-Coun 
^T«l» phone 
ibhrectof ,Se'e*y 




•S 


> 


• f 



Intelligence Division,. 





MAIL ROOM 


TELETYPE UNIT CD 


GPO ! I91S O ■■ 5S9-920 




(y 

UNITED STATES GOVERNMENT 

Memorandum 


TO 


FROM 


‘ Mr. Bassett 


FRONTS AND BACKS'' 


o 


UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


date: 3/20/79 


bb 

b7C 


o 


PURPOSE ; 




To advise Property, Procurement and Management 
Section, Technical Services Division of the size of file 
fronts and backs which should be stocked. 


Assoc. 

Dtp. A& Adoi. 

Oep. AD Inv. 

Asst. Dir.: f 

A^ffl, _ 

Crm. ^ 

Ident. _Z__ 
_ _ 

Loborotory 

Le9ol CouR. - 

Plon. & tnsp. 

Ree. Mgnt. - 
Tecli. Servs. - - 

Tfatn[fl9 , 


Public Affs. on. 

Telephone 
Director's Sec'y 


DETAILS ; 

In response to Cochran to Bassett memo dated 
3/13/79, plain file fronts (D-2000) are not used in the 
records operation. We are currently redesigning our file 
front form (4-596) and file backs from 8 1/2 x 11 1/8 inches 
overall to 9 x 11 1/2 inches overall to accommodate new 
standard sized paper. The spacing between the fastener and 
the top of the file cover remains unchanged. Printing on the 
file front will be changed to add the words "Headquarters" and 
the other lettering will be rearranged to allow more clear 
area for hand-applied ink stamps. 

RECOMMENDATION ; 



That this memorandum be provided to Property 
Procurement and Management Section, Technical Services 


Division, fori their 


information. 


APPROVED: 

Director 


99 


(j>L- 


Assoc. Dir. 
Dep. ADAdm. 
Dep. AD Inv. 


Adm. Serv. 
Grim. Inv._^ 

Ident. 

Intell. 

Laboratory 


Legal Coun. 
Plan. & lnsp.‘ 
Rec. Mgnt. 
Tech. Servs' 
Training 




1 - Mr. Cochran 
Attention; 



RBW;e 
(4) 


?T7 

Y2 1979 



Rm 6845 


"Buy U.S. Savings Bonds Regularly on the Payroll Savings Plan 

\ 


F8I/OOJ 





Employob'Suogestion 
FD-352 (Rev; 9-11/59) 


O 


r 




o 


\i "F®- PUISIDE SOURCE From: (Suqq ester*s _name2^ 

|L Director, FBI 

[SUGGESTION ^ 


• April, 18, 1979 

Division o£ Assignment 

Records Management ,(^) 


USe three standardized forms for the release of material from the 
Special File Room (SFR), See attached exsmples. These forms 
.would afford greater security to SFR items inasmuch as the requestor 
is required to pick up, deliver, and initial the material both in 
and out. 


o , 


I ^ , 

Current practice or rule (Include manual citation as well as facts) 

As of this siting there is no standard .form and/or system for the, 
release of SFR material which includes the returning of said It.e^. 

Advantages of suggestion and annual savings (Include basis for estimate) 

These forms would reduce the unnecessary handling of SFR materially ' 
(by messengers and Telelift employees) and Impose greater re^ony/ | 

■ slbility on the individual initially receiving this sensit:we j 

material which includes the returning of said items. Far ^rV' , 
control of material is realized by SFR personnel. Upon in^i tutio ii<' 
on a trial basis of this proposed system in the FBIHQ SFR, the 
number of missing files have been reduced, by a considerable margin. . 
due to the fact that they must be hand carried back to the SFR 
and must- be "signed in"; and so, the person who originally 
picked up and signed for the fiie(s) is still responsible., There 
is a significant decline in the number of unathorized transfers in 


Disadvantages of suggestion the FBIHQ SFR as a^ej;i^it; 

None foreseeable in the 

(The use by the United States ,of my suggestion sholl not form the basis 
assigns upon the United States. I understand that I will be considered fi 
within two years after submission.) 

l y?tM r. 1,., Ihirs. I Imiss 

R ecommendations and co mments of Division Hoad / / I 

I suggestion has definite merit and shcWld b€ 

(see attached Records Management Piyic-inn af^rlandiittr^ 


RE(i.g,6 


!8 1979 


adopted 


(Do not write In this space for Bureau use only) 


Signature^ 


MANAGEMENT DIVISION RWSisrag PAGE 6 












Note: 




Special Files, Bureau Source files, Elsur/Tesur folders* 
and informant files are recharged every five working days 
which is the reason for the items at the bottom most part 
of each example. The numbered spaces from one through 
ten are on each page for keeping track of the last recharge 
date; the date of each recharge is placed in the next space 
and also gives an accurate count of number of times a 
particular piece of material was recharged. 
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ADDENDUM; RECORDS MANAGEMENT DIVISION (RMD) RWStsmg 


The Special File Room (SFR) is the repository 
for a volime of extremely sensitive and highly classified 
information. Strict accountability and control of this 
information is essential. RMD, on a trial basis, has 
required that all files and material maintained in; the 
SFR be personally picked-up and returned',' father than 
being routed in messenger envelopes through the regular 
“mail. Because of extremely favorable results during the 
trial period, RMD intends 0 adopt requirement of personal 
'pick-up and return of SFR material pn a permanent basis. 

suggested forms would ‘ facilitate SFR personnel 


in logging material, and files picked-up and returned and would 
also, provide complete’,recharge date -at .,a glance. 


Exceptions to the‘ above procedure for pick-up 
and return of . SFR files, will be made in those requests 
received from the Director ' s: off ice', ^.executive offices and 
other appropriate, divisional- heads -"Piles requested If^om 
these offices wlll'';be delivered: by SFR, personnel and. returned 
upon notification .from ■'the ‘.recei'ving offices that the* files 
are to; be placed back In the SFR. - 




< •• * • - 

^ . •Requt. ,r2.oo,-Ft4»q4Jnit ,h' 
3 ^fevi.^lrlB-S4) , 


MODIglEErCONSOLIDATED FORM To I k . Vd by Suggester \ ^ 






t!^ yiuy-*^jr‘ 

■5 File Number Supervisor Room 






























•^oquost Log 
4-758 (6-27-79) 


„ INFORMANT 
□ FILES 


Pile Number 


„ TESUR and 
□ ^BUREAU SOURCE 


„ SPECIAL 
□ FILES 


I Today’s Date 









Employqe- Suggestion « 
'{=•0-252 (Ro*v. 9-} 1-59) i, 

■N -■ 




April 29, 1979 


From: (Suggester's, nom'e) 


Division of Assignment 


Director, F^I 


SObi:CE ' ^ 

At present when ^^Authorization I.abels’" (4.-257) are printed, they are 
printed on plain, white bond paper. In the future, when ordering new 
labels, each label should be made with a gummed backing. (See attached) 

o 

FUes 


-Current practice or rule (Includo manual citation as well as facts) / V 

At present, the labels (4-257) are attached to file covers, J^ldet^and 
enclosures by the use of cellophane, tape. I f \J^j 

Advantages o£ Suggestion and annual savings (include b'asls for estimate) \ 

Labels (see attached example) are- affixe'd to al'l Special Pile^RQom (SFR) 
files as well as files mai ntaine d in other offices .at FBIHQ. As of 
April 29, 1979, there were ! [ Bureau Source files and 1000 Special 
Files, most of which maintain more than one' section - each section and 
each enclosure requiring a label .; Informant files requir e one label 
each to be affixed to the file cover; in excess of | pending- 

informant files are expected to Be converted <by Classification in the 
next 18 to 24 months.. Considering that there are 1296' inches of tape 
-per roll, labels being 3",x5", qnly 72 labels could be adhered with one 
roll of tape. In view of the fact, that the "inforraant/classification 
conversion project" is only one-sixth of the way complete 

Disadvantages qf suggestion ^4—.^—-^-.—- ~ (COII-eillUed-Ove 


Uorie foreseen. 


REOli 


tThq use by the United States of my suggestion shall riobiorm the basis of ' 
, assigns Upon the United States. 1 understand th'aO ''vlll be considered, for c 
within two years after submission.) ' 

i 1 Mrs. I - I Miss — 


^Qrrimmtth i iftMnnv Wnrf pomments oiDlvlslon Head / ' ’ . V . ■ / ' j ^ ^ 

[suggestion has definite merit and- shoiildl be adopted. 

See attached Records Management Division addendum fp^additipoal 
bacKgrbund and oqSJ, C^ 


Hi, 


Slgnatur ^aA irdtlg 


SEE ADDENDUI 4 RECORDS MANAGEMENT DIVISION PAGE #3 




0 


( Advantages of suggestiph - continued) ’ 

(about 1000 of the more than i Ipehdinq in formant files are b2 

complete as of %his writing) ^ ~| pending informant 

files still to be converted/ plus a large number of closed 
informant files will still _need 4-257 labels. It is believed that 
considerable man-hours could be saved -by using gummed fopa 4-257 
labels to attach them to files instead of the- present practice. 

With self adhering backs, the labels should save about fifty 
percent of application time in man-hours plus a savings in 
cellophane tape. 
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THIS FILE OR ENCLOSURE IS 
MAINTAINED PERMANENTLY IN 

ROOM 1 

PLEASE RETURN IN 
MESSENGER ENVELOPE 

r 


4-257 (Rev. 2-5-70) 


FQI/OOJ 



b6 

b7C 




0 


CD 




addendum records management- division RWS’,HCM/smg 


With regard to the use of gummed label s instead of 
affixing non-gummed labels with cellophane tape. 


previously suggested this- procedure for form 4-3ll (Bulky Enclosure 
Label) in Suggestion 445-78, dated 7/24/78, and this suggestion 
was adopted based on the deterioration of cellophane tape 
over the years and reduced overall cost factors. 


suggestion has definite merit and, if 
adopted by Records Management Division (RMD) , a moderate savings 
in use of material (scotch tape) and a substantial savings in 
.employee time would result. Set forth below is additional 
background i nformation and cost analysis, in connection with 
suggestion ; 


I. Background 


Presently, RMD is engaged in a large scale .nmieot 
to convert all' active informant’ file classifications 


>x 


to other classifications (15, 26, 87, 65, 97, 201, 202, 
This conversion process to afford greater protection 


etc.) 

to our informants and assets, was approved by the Director, 
based on recommendations of the Intelligence and Criminal 
Investigative Divisions. As the active ' inf ormant file ^ 
classifications are converted, the files are forwarded to the 
Special File Room (SFR) for permanent restricj:ed storage and 
future ;pestric±fiiJt^cords processing. As of 5/1/79, there were 
approximately [individual active informant files, some composed 

of several sections . .Naturally-, the number of active informant 
matters is not static. When individual converted informant 
files are- received in the SFR, form 4-257 is attached to the 
front cover of each volume. In addition, all inactive 
informant files, previously maintained in the general files,. 


have been removed to the SFR for permanent restricted 'storage. 

It will be necessary to .attach form 4-257 to the front .cover 
of each section of the inactive informant files, estimated by 
RMD to be 66,304 sections. The processing of inactive-informant 
files for permanent restricted SFR storage will be handled as a 
future J^D project. It is absolutely essential that form 4-257 
be secuirely attached and visable .oh all restricted files, informant 
and other, maintained in the SFR due to the highly sensitive 
material contain ed therein. Major manpower savings which will be 
realized, shduldF [suggestion be implemented, for the most 
part, are directly related to the current active informant 
classification conversion and inactive informant files projects. 


b 
b 
b7C 
b7D 


CM CD 






CD 


» V 


a. Material Savings 

The total cost of scotch type cellophane tape to 
affix form 4-257 to each individual section of all active and 
closed informant files would be approximately §151; 20. Current 
supply catalog lists cost of (1) ,1296" ’ long roll of 3/4" 
scotch type cellophane tape at 27*?. Average amount of 
cellophane tape required to af fix one form 4-257 to o ne file 
fro nt cover is lO". T hus, 10 "xl | informant files T I act ive 

and I inactive) =| I To affix form 4-257 to [ | f ile 

fronts would cost §151.20 | |.t 1296" per role = 560 rolls 

of cellophane tape @ .27 = §151.20) . There would be an additional 
material savings in the use of cellophane tape to replace 
deteriorated cellophane tape in order to resecure form 4-257 
forms already attached to SFR files. An assessment of the latter 
material savings, which would be moderate on an annual basis, 
has not. been made due to the many variables involved. 

Printing, Warehousing and Supply Unit, Administrative 
Services Division, advised that the cost of gummed paper to 
print form 4-257 has Increased approximately 12% - 15%, since 
the fall of 1978, and that exact cost figures could only be 
ascertained through inquiry of the Government Printing Office. 

b. Manpower Savings 

Supervised timed trials established that an approximate 
50% savings of employee time would result in attaching gummed 
4-257 forms to file fronts, instead of affixing this' form with 
cellophane tape. Supervised timed trials established that during 
an eight hour period, a GS-4 Pile Clerk is able to affix 180 form 
4-257 's to file fronts, using cellophane tape. By using gummed 
4-257 forms, this same GS-4 File Clerk would be able to affix 360 
such forms in a similar period. Thus, on an annual basis, it 
would take two GS-4 file clerks, using cellophane tape to affix 
form 4-257. to file fronts, to perform the same amount of work as 
one GS-4 File Clerk using gummed 4-257 forms, realizing a savings 
of §9,391 per annum (based on salary for one GS-4/step bne/empioyee) 

RECOMMENDATION; 


That this matter be referred to the Administrative Services 
Division for appropriate action, approval and recognition. 



Enclosures to Memo Hogan to Bailey 5/22/79 
"Proposed Revision of Form 0-32, Deletion .of. 
Form 0-31,. "0" Form Book.JU, 



ehclosiwe 



i 



\ 

\ 

\ 



V 

' V: 






TO 


FROM 


O 

UNITED STATES GOVERNMENT 

Memorandum 


Mr. Bailey 


Q 


UNITED STATES DEPARTMENT OP JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


5/22/79 




subject: Proposed Revision of Form 0-32 
Deletion of Fora 0-31 
”0" FORM BOOK 
y 



Assoc. Dir, - 

Dep. AD Ada. 
Dep. ADtlnv, -- 
Asst. Dir.; 

Ada. Servt 

Ident. 

Inlell.^^, 

~ 

Lelborotoiy ^ 

— b“6 

Legol Coun. _ 

"****” }c) 

Plan. & Insp. 

■ - - 

Rec. M 9 nt. . 


Tech. Servs. , 


Training 

■ 


PuHic Affj. OH 

TelepKone Ra. _ 
Director's Sec'y 



Enclosed is proposed revision 


ision.of^orm 0- 






3E_to adjust the 

h current procediures. 


title to bring it up to date to conform 
Form 0-31, "Delinquent Serials,” has served its purpose, it is no 
longer needed, and should be removed from the ”0” Form Book. 


RECOMMENDATIONS: That proposed revision of Fora 6-32 be approved, 

and become effective upon completion of printing. 

Tha4^ (^ora 0-^1 b e deleted from the ”0” Fora Bool^ and all 
unused copies 'destroyed. 


/LtH- 



APPROVED: 

.Director^ 

Assoc. Dir 

Dep. AD Adm. 
Dep.ADlnv.__ 


Adm. Serv._ 
Crim. Inv. ■ 


Idcnt. 

intell.^ 

Laboratory 


Legal Coun. ______ 

Plan.&lnsp. «— dX 
Rec. Mgnt. 

Tech. Servs. V 

Training 


' Taw. 73 Tvi. ^ 


Public Affs. Off. 







Enclosures; 


J 

A IRPrtmc 

(3) 4/ 

1 











REC-5 

"f 

/\ 





JUL 11 1979 



1 » 


/% 

i 

1^' (Lb 



r 

6 3 1 1979buy 

J.S. Savings Bonds Regularly on the Payroll Savings Plan fbi/doj I 

• B m ^ ^ ^ 


1 







0-82 (Rev. 5-22-79) 


PRINTED REVISED 0-32 





FILES CHARGED OUT OVER 15 DAYS 


Supervisor Room Dote 


Class 

Ho. 

Cose 

No. 

Sub. 

No. 

Sec. 

No. 

Enc. 

No. 

Dote Charged 
Out 
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cc: Filing Unit (Room 5648 JEH-FBI Bldg.) 


Fei/DOJ 



















FORM 0-31 — 'Delinquent Serials 


USE OP P0R14; 


This form is used to record serials in the possession 
of an employee over five dayg. This data is assembled 
the second Wednesday of each month. 








HISTORI: Approved by Executives Conference Memo 12/12/S>1 (66-255i|---928d 


Memo Branigan to Belmont l/l5/54 column "bate Received 
in Division." (66-3482-1740) 

Revised per memo Branigan to. Belmont; 3/2ij./55 "Bureau 
Form 0-31," in that title was changed from "Serials Charged Out Over 
Five Days," to "Delinquent Serials." (66-3482-2366) 

Sent to Mechanical Section for preparation of final pattern, fk 
Sent to Mechanical Section for preparation of new negative i}./l/55» 


All "O" forms transferred to Stock and to be ordered on Requisition 
PD-218 in the futures Divisions advised telephdnically by 
Mr. Rennqberger 12/9/55. fk 


Roquisitinn from Stock dated 12/19/55 requested supply 
of this form, mpm - 

. — Revised p er ihemo Casper to Moh r 12/19/66 •'Mail., Suggestion 

473-67 Submitted by | I Domestic Intelligence , 

Division." Master ordered 12/21/66; fk Printing ordered: 

1/18/67 (300 copies only - routine i^eyision) fk. (66-3665-4212X 



I 


> 

i 


Q 



I' 




bo 

b7C 


June 27, 1979 
PERSONAL 


OUTSIDE SOURCE 









0 


Federal Bureau of Investigation 
Washingtons D. C. 


Dean 




2^sS 





Thank you for your ^gestibh that three standardi zed 
forms be approved for use when material is ,8released from the Special 
Tfe'iie Koom. Aft^ evaluation, l am pleased tOladvise you that a mod-j 
if led version of your proposal has been- approved, and steps will be 
taken to jplace it into effect in tiie near future. ^ 

The initiative you disp^yed by submitting your idea"lo"^ 
me is indeed appreciated. 

Sincerely yours, 


j 


William H. Webster 



1 - Mr. Bailey 


Assoc. Dh- - 
Dep. AD Ada; 
Dep. AD Inv. . 
Asst. Dir.: 

Ada'. Servs... 

CfiiBi Inv. 

I 

Intell, 
Loborotory , 

V Logo! Coun 
\ Plan. A Insp. 

Rec.Mgnt.^ 
r Tech. Servs.^ 

( Training ^ 


1 - Personnel file of 
(5) 


WiUiam H. Webster 
Director. 

T 

' 6 







V // 
JUN 28 1979 


(Suggestion #340-79) 

1 mailedS- 

JUPI27 197g 


t ^ 'i- 



(Public A((s.0(l._^ 

f |T«lcpl>one Rn, ■ 

Dliector't S.c'y . 

■' 5 9 


MAIL R00>t 



► i 


* . Continued-Over 

f ^ ‘A'dm.'Sarv./! 


.APRRpVED; 

‘Director 

Assoc. DlrT - , 

p.hOAd,r0f\P _ — 
Sp.AD.Jnv, Laboratory 



Crli^ Inv. 
Pni 


L’eg.^ Court, 
p/an. & Insp.” 


Pec. 


Tech. Servs! y' 
Training 







Federal Bureau of Investigation 
Washington, D. C. 


NOTE: Suggests the use of three standardized forms for the release of 
material from the Special File Room (SFR). (Samples attached. ) 
Currently, there is no standard form and/or system for the release of 
SFR material which includes fee returnmg of items. Suggester states 
these forms would impose greater responsibility, which includes the 
returning of the items j on the individual initiaUy receiving this sensitive, 
material. The Records Management Division states fee Special File 
Room is the repository for a volume of extremely sensitive and highly 
classified information. Strict accountability and control of this information 
is essential. The Records Management Division, on a trial basis, has 
required that all files and material maintained in the SFR be personally 
picked up and returned, rather than being routed in messenger envelopes 
through the tegular mail.* Records Management intends to adopt require- 
ment of personal ptek up and return of SER material on a permanent 
basis. The* suggested fbrnis wbuld facilitate Special File Room Personnel 
in- logging material and files picked nip and returned and would also pro- 
vide complete recharge at a glance . Exceptions to the suggested procedure 
will be made in requests rececved from the Director's Office, executives 
offices and other appropriate divisional heads.- In view of the foregoing, it is 
recommended feat this suggestion be approved, and upon approval, this 
letter will act as aufeority for fee Forms Mianageinent Desk, Adminisr- 
trative Service!^ Division, to take fee necessary action to have fee 
suggested forms printed. for use by fee Records Management Division. 
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federal Bureau of Investigation 
Washii^ton, D* C. 




b6 

b7C 


f/'es 


Dear 


k 


Your suggestion that/ Cputhor izationnlabels be printed on 
^mmejl paper has, been received, i^terrbarefuircc^sidej^^ 
pleased to , ad^e you that your pro^sai has been approved j aiid.steps 
will be. token to place it* into effect when the present supply of these 
labels is depleted. - " , 




The interest and thoughtfutoess you expressed by sul 
mitting your idea to me are indeed appreciated, and I -hope you: wi 
give lis the benefit of any other suggestions you may have to impjfoVe 
our operations. ' . * 




NIAILED '6 

JUNil 2 1979 

FBI ■ 


n 2 pW^^il^gaiiey 




Assoc'. Dir. 

Dep. Ap Ad'n..^n;i ^ _ 
Dep. AD Inv. 

Asjt.-Dir.; 

AJ». •'15(5) 

Cfio. Inv. -I > •' S- K 

ld.n»-' - 

Intell. 

Loborotoiy 

Legal Coun... 

Finn. & Insp. 

Rec. Mgnt. 

' -Tecli. Servs. . 

Trgining . 


:« a -iPersonnel fileof 

iGW:‘maklid^^ , i 




Sincerely yours , 

William Hi Webster. 
ImiarniH. Webster , 



REC^73 



TP?" 







(Suggestion #335-79). 


JUN 13 1979 


•Gontinued-Over 


Pil>lic.AII».0((.__ 
Ttlephon. Rn. ~ 
DiiecloVs Sec'y - 




6fc-J>JL2'3^]9j 


APPROVED: 

Director . 
Assoc, Dfr~ 

Dop. AD Acliri. 
Dap, A0.lnv.,_^ 


'A'dm. SerV. 
Grim. Inv. * 


Ident, 

Intell. 

Laboratory ; 


Legal Coun, 
■Plan, & Insp.” 
Rec. Mgnt. 
Tech.Servs' 
Training 





PgblibAffs.-Off. 





; V 


0 




0 


V 


o 


Federal Bureau of Investigation 
Washingtonj D. C. 


hi 

h". 


A ‘ 

- «• 
S ' 


‘ ' f 
-^1 • -v 


NOTE: Suggests when ^Author ization** lab els IjForm 4-257) are printed they 
be printed on paper with gummed backing. These labelsr are attached 
to all Special File Room files as well as filW^.ihtained in other offices at 
FBIHQ, and currently, they are attached by the use of tape or staples. The 
Records Ma.nagement Division notes this suggestion has definite merit j and 
a savings is set forth if it is approved. The Administrati^ Services Division 
agrees that this suggestion should be •approved; however, it is not believ ed an 
award should be granted in connection with the suggestion. 


previously submitted a suggestion (#445“78 dated. 7.t24“78), which was 
approved j that gummed labels be used for "Bulky Enclosure" labels arid 
received a letter pf commendat|on,for it. Since the idea of ^mmedc! labels 
was Presented in his previous* suggestion, the Administrative Services Divis- 
ion is of the- opinion the precedent has been set arid no awards should be 
presented for the application of the idea to various other labels. It is 
recommended that this suggestion be approved and* that suggester receive a 
letter of acknowledgment. 
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TO 


FROM 


subject: 


Q ‘ 

UNITED STATES GOVERNMENT 

Memorandum 

Mr. Bailey 


6 


4t - k \ 
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UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


date; 5/29/79 


Assoc. _ 

*'*Dcp. AO Adn. — — 
Dep. AD^nv. 

Asst. Dir.; 

Ado, 

Crin, Inv. ■ 

Ideal. . 

iMell ^ 


\ 


PROPOSED REVISION OF FORM 4-7 O 


A 


Loborotory 
Le9ol Coun. _ 
Plon. & Insp. . 
Rec. Mgnt. ^ 
Tech. Servs. » 
Training . 


Public Alls. Off. ■ -- 
Tele phone Ra. 6 

|clo.’» S.eV_b7C 


Enclosed, is proposed revision og^orm 4-7 t o enlarge^the 
size to 8^ .X 5 ^ inches and bring up to to comf orm with Current 
procedures . 

RECOMMENDATIONS; That proposed revision of Form 4-7 be 
approved, and become effective upon receipt. 




APPROVED: 


Director 

Assoc, DIT 
Dep.ADAdm: 
Dep. AD Inv, 


Adm. Serv. 
Crim. Inv. ' 


Ident. 
Intell. ■ 



Laboratory, 


Legal Coun; 
Plan. & Insp.' 
Rec, 

Tech. 
Training 

'Public 




Ininrr ■" ■ -» ' 


Enclosure 

I 

IRP/tmc 

(3) 
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ItUTt 

Buy U.S. Savings Bonds Regularly on the Payroll Savings Plan 





FBI/OOJ 

























Emp^yoe^ctmostion 
r‘D-2W (lfevTv-U-59) 
• ' - ) 

Q Q 

% 

4= 73- 80 


Director, FBI 


SU.dGESDlON 



Date ~ 

6/21/79 


Division of Assignment 

Records Management 


That the present 'recharq ^forlh^be rnodititarq as to al locate and 
jnate such space as to 'falcate subn.ect of each .fi'le 


'S 2 - 



Current practico or rule (Include monuol Citation as well OS facts) Sp^C© XS nOt ©.llOCd.'tsd • 

forms and computer entries based on recharge forms increasingly 
used by locate clerks, resulting in search of all cases being 


Advantages of suggestion ona annual savings (include basis for estimate 

Considerable time saving, locate clerks would be directed by alleged 
file holder to specific file grouping or office to which file ^ent, 
resulting in more efficient use of locate clerk's time. Agents, 
Agent's Secretaries, Analysts and clerks need not expend considerable 
time assisting locate clerks by checking file status in each ease' ' . 
being handled. ^ ^ ^ 

//) h- ^ 3 / / 






15 DEC 17 1979 


Disadvantages of suggestion «■ ■' m — 

Computer must be so programed as to record subject, of each file 
recharged and rechargeisform must be modified. ^ 


(The use by the ynited States of' my suggestion shall not form the basis of a further claim of any nature fay me, my heirs, or 
assigns Upon the United States, I understand that 1 will be considered for any fustlfied award only If my suggestion Is adopted 
within two years after submission.) . 

E3 Mr. □ Mrs, I I I I 




Recommendations and comments of Division Head 

Si^ggestion appears to have meritjf r 

• v:*r 

rvrr n 



signature and"Kt)4 ASSistaht DireCt 


ID 











. . JtM - * 


;? , -.i,- . ^ 


Suggestion of 


ADDENDUM OP RECORDS MANAGEMENT: DIVISION, ;(RMD) 

The suggestion pr.esented byj lindicates ^ 

that "the file recharge sheet (form 0 - 32 } has no place in 
.which to identify the subject »of the file bein^ recharged,. 

Such information would be useful to :all .concerned when locate 
iclerks are actively seeking a particular; file:. If .such 
‘Space were provided,, the requester would possess a list 
of the files he >was holding referencing subjedt information 
in addition to the file .number . 

The area on the. form 0-32 under "bate Charged. Out" 
would be available for use as a subject field.. RMD, Records 
Branch is in the process of revising form 0-32 in conhectioh 
.Mth a change in rechar'ge requirement from 15 to 30 days and 
the f orm Gould’ be Tnod ified to include subject field as pro- 
posed. by I when* current :supplies are exhausted- and 

a new printing ordered. Original charge . out data- can- be accum- 
ulated from' the chargeout islips if such information is i^equired- 
Pile Automated Control System, (PACS). computer generated' charge- 
■qut provides for subject, field a.hd computer will not have to 
be reprogramed. .Accordingly , it is, recomme nded, that I 
suggestion be apprp.ved and adopted .and that fhe 

.so advised. 
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Bailey 6/19/79 "Revision of 


h7r. 


CURRSfe^ - ■ 
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^ af Jwafife 








M96 (Rev. 3-20-79)^ < 5 ^^ PRINTED REVISED 4-S96 (does conform to paper specifications) 


u. s. department of justice 


MATERIAL MUST NOT BE REMOVED FROM OR ADDED-TO THIS FILE 


FEDERAL BUREAU 


INVESTIGATION 


HEADQUARTERS 



Use Care in Handling this File 


.4 










FROM 


■UNITED STATES GOVERNMENT 

Memorandum 


CP 


-Mr. Baile 


UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


date; 6/19/79 


revision ■ OF ^.ILE„ERQNT 
jilZE AND . FORM AT 


Assoc. Dii. ■ ■ ^ 

Ofp. AD AJm.. 

D»p. AD loY. _ 

, Assl. Dir.: 

AJo. Servs.f a2_ 

Clin, lav. 
liJcnt. 

Intell. . 

Labofatoiy 
Legal Coun. 

Ploa. & lasp 
Rec. Mgat, 

Teck. Seivs 

Troinlag 

PoMie Alls. OH. bt 
Telepkone Rm. _b7C 
Diiectot’s Sec’y ■ 



O 


f\L£S 


To recommend the purchase of 100,000 file fronts, 
size 9 X 11 1/2 inches to accommodate the new standard size 
paper. 


DETAILS! 


■ II 

/W. . I 

iu#ii7 


In order to accommodate the new standard size paper, 
a new file front has been designed and revised. As indicated 
by the attached example, the file front remains basically 
unchanged except for the addition of the word "Headquarters" .. 
and the rearrangement of the remaining lettering to allow more'f— 
room for hand-applied ink stamps. 


RECOMMENDATION ; 






That this memorandum with attached purchase order and 
file front example be routed to Property, Procurement, and 
Management Section, Technical Services Division, for action 
necessary in ordering these revised fronts. 


APPROVED 


Adm. Se.-v. 
Crim^v. 



SAWtevp 



Lo^dl CoUD. 

Plan. & insp, 

Roc. Mgnt. UOro 

Public Affi Oft 





!> 

a-126 


Q DEt) 19 


a 6^ J ANeSj^L/.i^vings Bonds Regularly on the Payroll Savings Plan 



FBI/DOJ 





Employee Suggestion 
FD-252 (Hev. 9tU-59) 




Axieust 7, 1979. 


From: (Suggester's name) 


Director, FBI 



SUGGESTION . . , j . 

I would like to submit a suggestion that ^ ^iyider be used xn 
consolidated closed files, between each case number, therefore eliiain- 
I ^ing efrors‘'‘iri''sefTairxzaEion and also to save time in handling serials. 
An odd-colored sh’eet of naper or sheet of plastic would be most helpful 
in the handling of these*^f iles » 


If .'1 


Current practice or rule (Include monual citation as well as facts) 

Files are consolidated without dividers. 




Advantages of suggestion and annual savings (Include basis for estimate) 

Would avoid errors in serialization and would save time in filing new 
and return serials. 


R£Cr2 






AUG ig;g 


Disadvantages of'suggestlon . , t / 

Cpul(i possibly take up slightly more space in these files. 




(The use by the United States of my suggestion shall^ot.ibrni tKe’ba 
assigns upon the United States., 1 understand that I wlillb’e consl.derj 
vvlthln two years after submission.) 











V 
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RE: Suggestion # 426-79 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (TBPfkal 8/20/79) 

It is proposed, in attached suggestion from- the 
Tampa Office that dividers be used between files in con- 
solidated volumes to eliminate errors in ^setiarizati'on 
ahd f iling of mail. ^ * 

- . ' r “ 

OBSERVATIONS: , 

The Records Systems Section '(RSS) RMD, concurs ■ 
with the commments and recommendations of the^ Special A^ent 
in charge, Tampa Office, that errors are' usually made prior 
to a file being consolidated. Tlierefore/ RMD, is of the 
opinion that the cost of supplies arid employee salary to 
implement and. maintain suggested procedure would substantially 
outweigh any benefits that might be realized.. Accordingly, 

RSS, RMD, believes suggestion' should not be' adopted. 

RECOMMENDATIONS i 

Recommend suggestion not be adopted. , 


APPROVED*. 

Dlroctot ^ 

AsmOlr.^ 

B8P.ADAqm7 ~ 
■B6a.AP)rtv . 


Adm.Sew. ^ 

Crim. Inv. - 

Idont.,^ 

Intell. - 
Laboratory , 


Legal Coun. 

Plan. & Insp. \ 

Rec. Mgnt. 

Tech. Servs. ^*' - / 
Training 


Public Atts, OIL 



August 27, 1979 
PERSONAIt 



Federal Bireau of lavesttgatlou 
Tampa, Florida 


Dear 



Thank: you for your suggestiod thal ^ividers be used 
between files in cpnsoHdated volumes to eliminate errorsln ^ r^I^ 
3^tipiLaSSQE|3Deakll^ your proposal 

is not being approved. The cost of supplies and employee salaries to 
implement, and maintain Che suggested procedure would substantially 
outweigh any benefits ttot might be realized from it since it is 
believed .Oiat errors are usually made prior to a file being consolidated. 




1 


to 


o 


a 


IVIAI 

©a 

o 

“SSlf 

<c 


V 


m 

u. 


I appreciate the thoughtfulness you displayed by sub 
mitting your idea to me although favorable action, was not taken in 
this instence. 


Sincerely yours j 

William H- Webster , 

William H. Webster 
Director 


Assoc. Di(. 

Oep. AD Aim. 

, D»p. AD lnv._ 
Asst. Dii.: 


2 - Tampa ‘ 

1 - Field personnel file 
1 - Suggestion file 


Ada. Servs.^ 

— — 



Intell. 


Loborotory 
Legol Couso 

__ 


APPROVED: 

pirectoi 
Exec. AD Adtny 
&ec. AD-Inv. 
Extc. AD-LES 



F.ersonneEIfileiOf 

1 ( 6 ) 


Plon. & Insp. 
R*L Mpnt, 
Teeli. Seivs 
Tffllnlng 



(Suggestion #426-79) 


Pokllc AHs^OH. _ 
telephone Rn> ^ 

DlrtcJ^»(Pc’(yv.isp ^Al: 


Adm.-Serv. 
Grim. Inv. 


•Went. 

Intel). 


Laboratory 


Legal Coun. . 
plan, ilnsp. 
Rec. Mgnt._ 
Tech. Serve. 
Tra'ning 




Public-Alfs. Off: 



Continued - Over 





bo 

b7C 


Federal Bureau of Investigation 
Tampa, Florida 


NOTE: Suggests dividers be used between liles in consolidating volumes to 

eliminate- errors in serialization and fUing of/mail. The SAC, Tampa, 
does not believe this suggestion would be cost elfective. The Records Man- 
agement Division concurs with the comments and recommendation of the SAC 
that errors are usually made prior to a file being consolidated. Therefore, 
the Records Management Division is of the opinion that the cost of supplies 
and employee saldry to implement and maintain suggested procedure woidd- 
. substantially outweigh any benefits that might be realized. Therefore, it is 
recommended that this, suggestion hot be approved. Views attached. 
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employee Suggestion 
PD.-2S2 (FK»v. 9-11-S9) 


o 


g5’-80 


Director, FBI 
SUGGESTION 


November 5/ .1979 

Division of Assignment ‘ bo 

Planning and Inspection b7c 


It is suggested that upon reprint of the case file covers 
j(Pg^gj|^i^ee attached) , back printing be provided to allow space for the 
^quagsupervisofs to enter their notes and comments concerning the 
management of the case if they so desire.-. An* example of the suggested 
information has been drawn on the back of the case cover attached. 


Current practice or rule (Include manual citation as- well as facts) 


There is nothing pertaining to this subject at the current time. 

Advantages of suggestion and annual savings (Include basis for estimate) - • . \ 

The suggested information would be helpful to refresh 
fmemorv at file review time. boon the absence of the sauad siinervi 


f memory at file review time. Upon the absence of. the squad supervisp^> 
the relief supervisor (or any other supervisor) could determine whan — ■ 
management direction the absent supervisor was attempting to obtain. 


Disadvantage® of suggestion ' ‘ f 

Supervisors may believe this would be a method to "second 
guess" their management decisions and coul<i be used against them b^ the 
Inspecition Staff i It is therefore recommended use pf forin, be strictly 
voluntary. ^ ^ ' 

(Tha use by the.jUnlled States b( my suggestion sliall not form.tKe b or 

assigns upon tire United States. 1 understand that I will be conside lo p ted 

within two years after submission.) 

V IX^Mr. i—llMrs.i I I mi ; 

^ : WQ 

'.Recommendations and comments.©! Division Hoad ' .. ^ ~ 

not be adopted,, If adopted, would 
would expose critical .comm«ftty of aapervisbr yCto general/)^ 

r Signature ond Title . . 

(Do^dtwtlQStWsTspgcg r for Bureau 'useionly) j, . 


Signature, and Title 



















RE; Suggestion § 45-80 11-5-79 
ADDENDUM OP RECORDS MANAGEMENT DIVISION (RMD) (RWS/clt 11-15-79) 



RI4D agrees v4th comments of DAD Price and his 
recommendation that this suggestion not be approved. 
Investigative and Administrative ticklers set for a 
specific investigative matter are brought to tlje supervisor’s 
attention when they fall due and there should be no .need 
to remind the supervisor that a tickler had been set . Shopid 
the supervisor require a reminder that a particular tipkler 
has been set, an appropriate notation may be- made on .a 'serial 
in the file . . ■ ' ■ , 



r> 




UNITED STATES GOVERNMENT 


6 


TO 


FROM 


CD 

/ERNMEN 

Memorandum 

Mr. Bailey^yjf^^ 


VCP 


a 


UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 


date: 11/1 5^/79 




SUBJECTji^i ^j-gQ^j^g front s. 


Assoc. Dir, - 
Dcp. AD»A(]n. - 
Dep. AD Inv, 
Asst. Dir.: 

Aim. S»fv€ 

Cria. Inv. 

IJent. ^ 
tM.II 

Loboroto^ — 

Le^ol Coon. 

Plon. & Insp. _ 
Rec. Mgnt. - 
Tech. Servs. 
Training . 


Public Alfs.Ofl., 
Telephone Rn. 
Director's Sec'y . 


“b6 

^b7C 


PURPOSE ; To identify differences between the ^ile? f ronts 
recently delivered to FBIHQ and those purchased 
previously. 

DETAILS ; The file fronts purchased recently differ 

considerably from those purchased previously in paper 
stock and fabrication tolerances. 

The paper stock of the new file fronts appear to be 
much lighter and less durable. The thickness of the new paper 
stock material is 15 to 20 percent thinner than the old paper 
stock. The modulus of elasticity of the new file folder stock 
is less, allowing the file folder to bend and fold more easily 
than the old file folder. This would contribute to poor 
durability of heavily used files and would require heavy^ 
maintenance and repair. 



Paper stock: The paper stock used on file fronts 

previously purchased differ in 3 specific areas; 

Thickness - Old, .0153; New .0128 

Stiffness - An informal evaluation reveals that 
the new file front material is inferior to the old file front 
material in resisting permanent fiber breakdown when bent^ 
beyond the yield point. J f 

Color - The color of the new stock is a bit 

material much like manilla folders. The old mat^i£f Bi^al^Srk 
brown natural color. 



f . r'l 

1 - Mr. Ba yse 
'/Attn';' 



1 - 'Mr . L ong 
Attn; I 
1 - 'Mr. Ban evil- 
1 - 



y /- 

^ J ■ 


CONTINUED OVER 


RBW;evp (7)^.^ 

^ 9 fUAR Savings Bonds Regularly on the Payroll Savings Plan 
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Memorandum! I to Bai ley 

FBI HQ FILE FRONTS 


i, t>6 
hlC 


Ordering information use to identify paper stock is 

as follows 

(a) FD-369 prepared on 5/16/79 indicates the- material 
should be "14 point golden kraft;" 

(b) . Form i-I08 prepared in response to the FD-369 

Identifies i:he requirement as "100 percent 
unbleached sulphite pulp, natural shade Sub 
320^340" '-'EXACTLY. SAME QUALITY AS SAMPLE" 
'-'NEGATIVE (Artwork) AND CONSTRUCTION SAMPLE 
ATTACHED." 

« 

Fabrication: The two holes with 'eyelets "2 3/4 

center" are found to be_ off center 3/16 of’ an inch- oh most ot 
the new file fronts,. The* old file fronts appear to be cent'er.ed 
to within 1/32 of an inch. 

This procurement has been estimated at approximately - 
$8,000 for the 100,00 0 units, delivered. The. mq^t appropr^ 
move for the Bureau would be. to return this material’ to the 
vendor, identified as discrepant, and require vendor to produce- 
a sample folder for FBI approval prior to rerunning the job. 

If this is not possible, we- need to identify the 
appropriate paper specifications that fully describe our needs 
in printing trade terms that are understandable to FBI,- DOJ, 

GPO and any printing vendor likely to run the next job. 

RECOMMENDATION: 


1. That the. Administrative Services iDi.vis ion and/or^ 
Technical Services Division inform the Department of Justice 
and Government Printing Office that the file frpnj^ delivered 


are unsatisfactory, ^ppppy^p. 




Director 

Exec. AD-Inv. __ 
ExP.c. AO-Avirh. _ 
Ex6c. AD-LES ^ 


Adm. Serv. , 
Crim. Inv. 

-Ident. 

Inlell. 

Laboratory 


Legal Coun. 

Plan. &lnsp.^ 

Rec. Mgnt . IfjJ., 

Tech. Servs. 

Training 

Public Atfs. Off:_ 


2. That arrangements be. made, for the .return of the 
discrepant file fronts to the vendor and that a first artical 
sample that reflects the construction arid' quality of the file, 
folders be submitted to FBI for approval prior to producing the 
100,000 replacement file folders. 


l APPROVED; 

■ E A3-(r)v. _ 
f *ao, AO-^dmT 
Exec. AD-LS J 


Adm. Serv._ 
Crim. Inv.. ' 


legal Coun. ^ 

Rian. & Insp. 
Rec. Mgnt . 

Tech. Servs.^ 

Training 

Public Alls. Olf. 
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•art 


>*J> 
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December 4, 1979 
PERSONAL 


Federal Bureau of inyesUgatidn 
Washington, D. C. 


Dear 


^ L^£>S 


Your siiggestion has been received that certain information 
be printed on the back of Eorm ED-245 in order that squad supervisors can. 
use the space to enter their notes and comments concerning the manage- 
ment of cases. After a careful review of your proposal, it is believed that 
it would ^ a duplication of Form FD-271 and would espose critical comments 
,bf supervisors to general reading since the files are niaintalned in rotoD^ 
and are generally available to.all office employees. Therefore, it is 
deemed advisable to implement your proposal . 

Al&ough favorable action was not ^eh in this instance, the 
thoughtfulness you ei^ressed by submitting your Mea ls appreciated. 



r 


li. 


Slncereiy^y^urs, 

j mi 

Ri4ar/E. Long, / I ^ 

Assisj^t Director ^ ^ " 

A^imstrative Services Division 




■jc'f 


Assoc. Dh. _ 

Dep; AD Ada. 
Dep. AD Inv.^ 
Asst. Dii 
Ada 

Cria«‘lnv, _ 
Ident: - - 

Intell.-- 

Loborotoiy ^ 
Legol Covn. .. 
Plon. &'^lnsp. 
.Rec.'Mgnt. 

Tech. Servs. . 

Trrtfwtiig 

PipMie.A|fi. Olf^ 
TeTeplioBe Ro. 
Difcctoc’s See'y . 


1 - Mr. Long 
1 - Mr. Otto 

file- of SA 

fe) 



sa DEC 5 ’37tJ 


APPROVED: 


DIreDtcr; 


(Suggo§ti§>ji;i 

Crtm. \fi'h 


Goun. 

(. ■; ! -'D. 


MAIL ROOM 


Exec. AD'tav. ^ 

J c, AD*Adm. 
C. AD-LES 


-rt 


Ir, 


LaboraMy 


F«£)<iv Acfs. OiL 


Continued - Over 


P81/DOJ 







dsr 


Federal Bureau of Invest: 
Washington, D. C. 


bo 

b7C 


gation 


NOTE : ^ggeste. that u^n reprmt_g[^the j?is|^ 

printing be proviSeH*id allow space for the swad supervisors to enter 


their..notes^and.CLonim ents concerning the .management^of the ca?e if they so 
desire. The Deputy' Assistant Dlr^tor, Planning aM^Ihspectibn Division* 
does not recommend this suggestion, if adopted, it would be a duplication of 
FD-BYl and would expose critical comments of supervisors, to general read-' 
ing since file is maintained in rotor and generally available. The Records 
Management Division agrees with the Deputy^Assistaht Director and notes that 
investigative and administrative ticKler.s setfor .a specific; investigative 
ihatter are brought td the supervisor's attention, when they fall due and there 
should be no need to remind the. super visor that a tic kler had been set. Views 


attached. (Since submitting suggestionj 
Adhiinistrative Services Division.) 


Was transferred to- the 












bo 

b7C 
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December 14, 1979 
PERSONAL 


Jb'eaeral Bureau of Investl^tion 
Washington, D. C. 


Dear 





f/'i- 


Thanlc you for your^uggestlon.that tormJ^-^Z be-modified 
in a ’particular manner. After caTefuI cousIHeration, I am pleased to advise 
you that your proposal has been approved, and steps will be taken to place it 
into effect ^hen toe present supply of this form-Ims been depleted. ' 


ijt,= 




appre^ted. 


j Th^ interest you e^ressed by submitting your idea is 


Sincerely vours. 


w 

C" 

€ 


0 

1 

ir 




.A 


Richard E. Long 
Assistant Director 
AdministoaUve Services Division 


^ s"£* 




1 - Mi*. Bailey 




A««oc. Oir. — 
Dep. AD Ada., 
Dep, AD Inv. ^ 
Asst. Dir.: 

Ada. Servs._^ 
Cria. Inv. — - 

ld»nt 5 — 

Intell.. 


^ - Personnel file of| 
^5;i^W;makpt'^^ 

iiTs) 


(Suggestion #72-80) 








APPROVED: 


hi 


Loborotory j 
Lejol Cotih.__ 
Plon. & Insp. ■ 

Rec, Mgn>- - _ 

Tech. Stive, - 
Troinmg _ ■ 

Public A{fj»oifr_ 
TelephMijMa.jei_^»Cj 
D i recto I’^ee^^jy] t 



Director 

Exec, AD-Adm. 
-Exec. AD-LES 






Ident-.i 

Inteil. 

Laboratory , 


plan. & Insp 
Rec. Mgnt 
Ted). Servs._ 
Training, 



Public Atls» 01l:_ 


Continued - Over 


15 bl'C 17 ^979 

•»FBT/DbJ, 





Federal Bureau of Investigation 
Washington, B. C... 


NOTE:. Suggests revising Forin ^-32 (Files Charged but Over IS^Days) to 
* allocate, and designate such space >as. to indicate subject. of each file, 
,or file grouip. The* Records Management.Division notes this, iitfprination 
would be, useful .and recommends, that it be. approved. The Records Manage- 
ment Division also notes, that they are in the process of revising Formb-32. ' 
in connection with a change in re^h^ge requirement frpih 15 to 30..d£^sj,ahd 
the areas on the form under ’’Date Charg Out" would be. availabie fPr use, 
as .a subject field. Upon.approyal^ this.. lette.r will act as authority fpr'-the 
Forms IVl^nagem^t b^^ tp .take, the necessary steps JP revise Ihe fPrm^^ 
suggested when the present supply has been depleted. 







... 
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Employee Suggestion. i 

FD-252 (Rev. 9-llrS9) 

QO 

,cr 

- 



Date 




1/3/.80 



Directorj 

w«r 


From: (Suggoster-s tiame) 


Division of Assignment 

Records, Indianapolis b7c 


SUCCBST ^ /gp ^ ^ 

Redesign /F D-2^_> ^ile iront.) i:o provide more room- for making 
necessary~notaPions which must be on the file front. 




Current practice 'o^ rule (Include manualj.cltatl6n as well as facts) 

Adequate room is not presently- available on tbe file front for 
required notations. 


Advantages of suggestion 'and annual savings (include basis , for estimate) 

Provision of space to list serials, page numbers, or the location of 
communications designating matters under pending .litigation would 
result in^ neater, easier-to-read file fronts.. Information cohcerni 
these matters at. present must be squeezed in any a-mllable space and 
is pfteii hard, to read or locate. FOIPA notations or stamps and other 
file destruction notations also require space on the file front. 
Leaving space for these notations where they could, be placed in a 
neat and orderly fashion would provide, more security in insuring files 
are not destroyed prematurely . ' 

BE-a 



(Tlio use by the Unlted.Slates of my, suggestion shall noffgrm.the basis of a 'further claim. of any, nature byme, my-holrs, or 

assigns upon the United States’. I'understand that J wllfbe conslderii ' ' ' ■ \ , ,t uggestlon Is adopted' 

within two, y, ears after submission.) ■ Clerk 

□Mr. IZlMrs. Cjuis :Superv i sor- 

I Siiggester 


Re.cp’mmendatfons and comments of Division Head 

Blank area on the file front would facilitate opei^ti^s in the field. 
The suggest iohqisrrecpmmended; / / y. M/t 

^ 

1/ /7 signature and.Tit/og Special Agent 


(Do not, write In this space : 


7 ' 


Bureau (.Bnc. - 
2. - In,dianapolis (,1 


- 66-2565c> Cl - Pers, File) 


FBI/DOJ 









i 






eJAVsnsAUMUST NOT siRSJsovanreoMcs ADos3»TorrfiBm.H5 * ' .■■ 
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RE: Suggestion #93-80 from Indianapolis Office 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) 



'(■TBDtkal l/l#/ 80 ) 


It. is proposed in attached suggestion #93-80 from 
the Indianapolis Office that Form PD-245 (file front) be 
revised to provide more space for recording information 
pertinent to POIPA matters, pending litigation, etc. 

OBSERVATIONS : 

The Records Research Staff, Records' Systems Section, 
RMD, concurs with suggestion and is of the opinion that 
additional space will facilitate the requirement that the 
field offices post certain data to the file front. The 
additional space can be easily obtained by merely moving 
closer together the preprinted data which presently appears 
on the front of PD-245. 

RECOMMENDATION: 


Recommend that form PD-245 be revised at time 
of next printing to provide- additional blank space for 
recording information pertinent to POIPA matters and matters 
in litigation. 


APPROVED; 


Adm. §erv. 
Grim. Inv. 


Director 

Gxec. AD-lnv, Went. 

Exec. AD-Adm.____ inteli. 

Exec. A0-l.es Laboratory 


Legal Conn. 


Tech. Seivs. 

Training 

public Alls. OIf._ 


Plan. 8 bsp. 
Reg. 
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UNITED STATES DEPARTMENT OF JUSTICE . ^ 1-80 

FEDERAL BUREAU OF INVESTIGATION 


WASHINGTON. D.C. 20S3S 


January 3, 1980 

^ , Bu. g Ate Files _ 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 


RE: RECHARGE OF FBIHQ FILES 

It is essential that we maintain strict accountability of FBIHQ 
records. In this connection, the File Automated Control System (FACS) 
was implemented by the Records Management Division on 4/2/79. In 
conjunction with the implementation of FACS, which is a computerized 
file inventory, the regulation was promulgated that all files retained 
more than 15 days be recharged. 'Subsequently, it was ascertained that 
proper administrative controls and accountability would be maintained 
and greater efficiency would result by changing Ms regulation to 30 
days. Accordingly, only files retained for more than 30 days need be 
recharged. Effective 1/8/80, and the second Tuesday of each month 
thereafter, files charged out for more than 30 days must be recharged. 

In this connection, it is suggested that Form 0-32 be used. 


I am requesting all employees to promptly return all files 
when no longer required and to properly transfer all files forwarded to 
another employee by calling extension 3421. 


William H. Webster 
Director 
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Feder^ Bureau of Investfeatloa 
Indianapolis » Indi^ 


Dear 



Thank you for your suggestion that Foria FD-245 be 
revised in a jarticular manner. After careful consideration, I am 
pleased to advise you that your proposal has been approved, and steps 
vdll be taken to place it into effect when the current supply of this form 
has been depleted. 



The interest you Stressed by submitting your idea is 
indeed appreciated, and it is hoped that you will give us toe benefit of 
any others you may have to improve our operations, 


Btacerely yours, / / _ ^ J /J/ 









^ ^ -m ' ' 

gci JAN 22 1980 




Bichard E. Long 
Assistant Director 
Administrative Services Division 


Indianapolis 
1 - Field personnel file 
1 - Suggestion file 
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Assoc. Dir. ^ 
Dep. AD Adn 
Dep. AD Inv. 
Asst. Dir.: 

Ada. Servs 
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latcll. 
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Trafping 

Public AifSiOff. 
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Federal Bureau of Inyestigatiph ' ’ - bic-^ 

Indiampolis ," Indiana - , , 

. " - ^ - 
-te - H * 

NOTE: Suggestarevising Form FJD-245 (file front) to provide more space for 
‘recording information pertinent to FOIPA matters, ^pending litigation, 
etc. ^aniple attaOhed,). The ilecords;^ Records-Sj^stems 

Section,. Records Manage ment Division, is of the opinion’ that additional space 
wpl -facUitEte thef^requirement that the field offices post/certain data to the 
- fiie irpnt. The additionar.space -can 'be easily obtained .by merely, moving' * 
clos.er together -the -preprints data which presently appears on 
Upon approval^ this letter wilLact astauthbrity'for-.the Forms. Management 
Desk, Administrative Services pivision, to take the necessary steps to. revise 
the form as suggested,, yiews attached.;, - _ ' ^ 
















UNITED STATES DEPARTMENT OF JUSTICE 
FEDERAL BUREAU OF INVESTIGATION 

WASHINGTON. D.C. 20S35 



February 5, 1980 

O ^ 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS: 


RE: RECORDS BRANCH SERVICES AND PROCEDURES 

Li view of the large turnover of personnel at FBIHQ, the following 
instructions and policy are being reiterated. 

Special Agent Supervisors, stenographic personnel and clerical 
employees should not remove serials or enclosures from file at any time^ . 
likewise, any material should not be added to files or enclosures under any 
circumstances. These functions are to be performed only by authorized 
employees of the Records Branch of the Records Management Division. 

All employees are reminded that the Consolidation Unit of 
Records Branch, Records Management Division, is responsible for handling 
all corrections and insertions of amended pages before and after mail has - 
been placed on record. File numbers which appear in the lower right corner 
of the correspondence are not to be changed or corrected inasmuch as this 
work must be handled by the Consolidation Unit. Due to the automation of the 
index and file system, it is essential that the above basic Records Management 
procedures be followed meticulously in order that file material may maintain 
uniformity and accuracy. 

These instructions should be brought to the attention of all present 
and future personnel handling mail in each division. 




William H. Webster 
Director 
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FD-252 (ReV.-?-U-S9) 




cb 


Pate 


1/24/80 


Division of Assignment 

b ^ 

LITTLE ROCK 

b7C . 


Director, FBI LITTLE ROCK b7C 

SUGGESTION In' Order to conform with Joirit ^Cpmmittee oh Printing regulations/ 
all communications are how prepared ,on 8%"x 11" size paper. Our present 
ED-245 's and companion file backs are size 8^"xll", the exact size of our 
new paper. The metal clasp used to hold the files together is approxi- 
mately h" from, top of the FD-245 and companion file back. This leav.es 
approximately of serial, (communication) exposed at the bottom of the 
file. This exposed port jj^ n of the. file will soon become, torn and damaged 
inasmuch as the pending files are. in constant use on a daily basis,. If 
the metal clasp were on the side of the file rather than on the top> the 
same type problem would exist/ i.e./ the serial extending beyond the 
edge of the FD-245 and file back. Therefore/, it is suggested the FD-245' 
and companion file backs be, increased in size to either 9^5"xllJs" or 
8%"xll^". 

Current practice or rule (Include manual citation as well, as facts) 

The FD-245 and companion file back is useti for each case opened. 

Advantages of. suggestlon and annual savings (Include basis for estimate) 

Would eliminate damage to our file.s., 


‘ Disadvantages of suggestion 

Since it is obvious our files will be damaged, there are no known 
disadvantages. 


(The use by the United States of my suggestion shall not form' the basis of g’furth 
assigns upon the United States. 1 understand that I will be conslderec) 

Within two yearh’-alter submission.) 

. 1 .. I hir. I 1 Kirs. ^Omiss 

• ■ Support fcie 

' Recommendations and. comments of Division Head / / 


I believe this su 


/fv 

. (Do noj write in thls.space = f0r.Bureau.jJs9 only) 


>f Division Head / / ^ 'i ■? / I 

iragestion has merit. ^ / 


; ,^8 FEB^20WSO 
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ADDENDUM OF RECORDS MANAGEMENT DIVISION (RMD) (TBD;evp 1/31/80) 


It is proposed in attached suggestion from the Little 
Rock Office that Form FD-245 (file front) be increased in 
overall size to accommodate the larger size paper (8 1/2 x 11 
inches) now mandated by regulations issued by the Joint 
Committee on printing (JCP) . 

OBSERVATIONS ; 

FBIHQ has already taken steps to increase the size of 
Form FD-245 (file front) in prop 9 rtion to the increase in the 
size of paper now mandated by the JCP. Accordingly, the 
suggestion does not warrant consideration for adoption,. 

RECOMMENDATION ; 

Recommend that suggestion not be adopted. 


APPROVED: Adm. Sery;_ 

Critn. Inv. 

Director 

Sxec. AD-lnv. Idenl. ____ 

Exec. AD-Adm. Intell. 

Exec. AD-LES ___ Laboratory _ 


Legal Coun. 
Plan, a Snap. 
Rgc- 
Tech 




Tracing _____ 
Public Alts, Oif^ 
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FebruMyB, 1980 
PERSONAL 


Federal Bureau of laveet^tioii 
Little Rock, Arkan^ 


Dear 





o r 

CO ' 


CQ 

UJ 

U. i 


Thank you for your suggesUorrteafcj^:Q^ FD-245 arid its 
companion file bock be increased in siz^to a ccominoSa te„cor respQnden ce 
now prepared M conformance wifelS^ Joint Committee on 3^inting 
regidat i^ that all communications be prepared on a particular size of 
paper* you niay be interested to know that steps have already been taken 
to increase the size of the form in proportion to the increase in the size 
of pa^r now nmdated by the Joint Committee on Prlnthig. Therefore, 
it is not necessary to take any action, on your proposal. 

Although prior action has been taken on your Idea, the^ 
interest you expressed by submitting it is appreciated. V 

1 Sincerely yours. 


Richard E. Long 
Assistant Director 
Administrative Services Division 


2 - Little Rock 

1 - Field personnel file 
1 - ^ggestion file 


Asto«. Dif. 1 - ssuggesc 

Dep. AD Mm. 

Dfrp.'Apinv. 

AHt.Dir.: 1 _ Personuel file of 

Loborotory - ■■ - — - 
Le9oI Coon. 

PI"" A lw«p - , ^ 

R«.Msnt 1 j^QTE: .Sugge 

iH^S68F£e# 

Director'* Seely j. .MAIL ROOM CD 


•APPROVED; 

Director. 

JExoc. AD-Inv. _ 
Exec. AD-ACiti. 




Mm. Sety. V^( 
Grim. Inv, 

Went. 

lotcK. 

Laboratory: 

-AS, 

15-3 Ik 


Legal Coun. _ 
Plan. & losp. ’ 
Hac, t.tgnt. 
Teoh. 5oa<s._ 
TrarnSng 
Public Ms.>0 




(Suggestion #166-80) • 

raif-EB 8 .198C 

ion and reason for no action on it are setJifbVth^ST*^ ““ 


iH 



o 


Assistant Attorney General 
for Ad ministration 
(Attn; 


2/14/80 


William Li Bailey, Assistant Director 
Records Management Division 



^GEILE FRONTS 
Reqr~~I?grFFBI 206 
Ja^'et 2'9'8-234 



F^BRAL spmum^. 



J letter to 


Reference i s made to| [letter to 

[dated December 27, 1979, and[ 


putts 


dated November 8, 1979, enclosed. 


Assoc. D^r. 

Dep. AD Adm. 
Oep/AD Inv. . 
Asst. Dir.: 

A<2n. Servs..-. 
Crim; Inv. 

Ident. 

Intell.^;; 


Also enclose'd” are copies of the PD-369 requisition 
for supplies dated 5/16/79 and form 1-108 dated 7/25/79 
requesting captioned file fronts. Copies of the old and 
new file fronts, form 4-596 (Revised 3/20/7,9)# are enclosed. 

By referenced letter dated November 8, 1979, FBI 
has requested that captioned file frorits be reprinted ^at 
no ex pense to the Bureau. By referenced letter dated December 
1979‘,[ f Deputy Customer Service Manager, Gove^mepb 

Printing Office (GPO), denied the request indicating th^ k 
"no remedial action can be taken in the matter." ' 

The FBI has for many years purchased appropriate 
file fronts for use in the Central Records System (last 
purchase. Jacket 271-233, Reg. §1377, FBI 191). The system 
for adequately identifying and specifying FBI needs and 
requirements for file fronts requires additional refinement. 
Captioned procurement has resulted in a product inferior 
to, previous products even though it has met all the GPO 
specifications. . // 

pj I 

Unbleached sulphate pulp waaTordered in a natrcH?a>L-i«»s-« 
shade, sub 320-340 with a sample of a previous order (Jacket ^ 
271-233) submitted to establish equivalency. Th^ fCoLS J9 
fronts delivered in captioned order were 10 to 15 percent 
-thinner, made from a bleached material, had less ui 'e™""'- 
strength, had the eyelets installed off center (3/32 .inch) 
and were far less durable than previous products. 


<! 


27 


\ 
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Leqol Coun. 
« Plon. & Insp. 
Rtc. Mgnl.... 
T«ch. Sem. 

, Training 
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Mr, Lon_a 
(Attn: 
(Attn: 
(Attn: 



Mr. Bailey (A dmin. ) ^ 
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Assistant Attorney General 


The FBI,/ v?hen faced with an unacceptable product/ 
mus.t look* to the Department of Justice (DOJ) and GPO for 
further definition and more hccutate specif icatioifs to 
Identify the appropriate product, in order that the, FBI 
may have a better understanding of ail technical considerations,, 
it would 'be appreciated"" if th.e technical specifications, 
test procedure's, quality standards, and applicable sampling 
techniques would "be furnished, to the FBI i ' • - 

This Bureau v;6uld be pleased to have c.opi'es7o£- 
the following documentation" appropriate to identify FBI 
requirements for file fronts: 




i. Specifications 

.2.. Acceptance test: procedure 

■ 3 . ^Qualify' standards - . 

4. The test procedure used by the Quality Control 

Division, 6P0/^ in the captioned prbcjurement. to test 
compliance with GPO specif lea tlohs,- including 
raw data, test* setup, .data analysis and . ^ * 

conclusions. - ' * * 


that 

The .shipment arrived damaged , dud to thfeymanner tr^ which 
the, vendor. Keener Tag I4anufactuf in 500 .Janet %enu^^^ 

. Lancastef, Pennnsylvania;, packaged the shipment. The Ipackagihg 
was deficient ih two areas. Fifst, the file, fronts were 7 
packag,ed in singie-walL corrugated boxes designed; to withstand 
a bursting pressure of 20,0,-pounds per square inch? GPO 
specified the, material to be used should withstand a bursting 
pressure, of 275 pounds per sgghce inch. Second,- the order 
was delivered, unsecured -on a skid as Ind-ividual containers. - 
The -br<3er. specif ical-ly requested* ,tha the raatef ial be shipped 
oh pallets, with/ all containers secured to the pallet to 
prev.ent shifting. The use of substaridard packaging materials 
and shipping methods indicated that the vendor may have 
also .selected other* cost- saving met beds for the production 
of the file fronts in captioned order. 


The third paragraph of 


letter infers 


the damhoe bo the shipment was caused by the carrier. 





0 


Assistant Attorney General 


' This Bureau sincerely hopes that GPO will reexamine 
their feindings on captioned procurement and in view of the ^ 
new technical details provided in this letter, reconsider 
the possibility of remedial action, whatever the outcome 
of captioned procurement, the FBI is certain that through 
the cooperation of the DOJ and GPO, a suitable specification 
- will be written that will yield file, fronts that will meet 
the needs of the Central Records System on any further 
- procurements. 


Enclosures (6) 




- f *Jl - 

I ^ Iv X 
^ 

i 

* - ' 


Note:^ This letter is'<»bei,ng' coordinated with Division 3, 
Printing and Space Management and will be hand-carried to 
the addressee by the printing coordinator. 


approved; 


Adm. Serv, 


Legsl Coun. 


' /Direclor - ^ 

CcjRx mv. 

_ Pftn &insp, , _ ^ - 

R2C Mg.'jt. iau^l Pfiif' 

Tech, Servs, / 
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2/28/80 




To: 


Director, FBI 


From: (Suqgester's name) 


Division ol Assignment 

Records Management 


b6 

b7C 


wheidftiLe transfers a re received by CRT operators 
shoi^TmiieFlto the CRTs in a no printout 


SUGGESTION 


It is suggested that 
pnJorm4-5, the CRT operators 

modeT^ Thereafter, form 4-5iShould 'be retained for filing in the cabinet. Also, 
it should be mandatory for all clerks to use form 4-5 for transfers, since they 
have to write the transfers down on something to send theni to the CRT operatoi^ 
It would not be any extra work for thebo. Transfers that are received via x| 
would stiU be entered into the CRT in the printout mode. (Samples attached:! 

0 



Current prqc or tuie (Include nlonual citation as well as (actsjft File transfers areyre^ei^ 

.on f«rm_4-i-:viaj:he telelift sy^tem.» CRT |peiSEo5^nter the tr CRTs 

utilizmg the printout' mbde'M then discaruiorm 4-5. When the tr^sfers axe taken o: 
the-EACS.. prmter, jthe top portion i s filed and theJjottom.iportion .is_discarded 


rs 


Advcmio: 9 fes^'*^ol,<sug 9 ostlon and onnuai savings (include bosis for estimate) 


Time would be saved in taking the FACS trarister printout apart and also a material 
savings in paper would result by retaining form 4-5 and not printing the FACS 
transfer. 


hi 



iThe use by the. United States ol. my-suggostlon shall hot form the bastes p 
assigns upon the United Stdte,s. I 'understqnd tHht'T Will be conslderoVl iM 


or 

dopted 

‘CpMr., DMrs. t3fils& '] 

r 


File^Mrk 

1 

blAhitUM ana l ui* 

1 Suggester 






[j 

^ ADDENDUM RECORDS MANAGEMENT DIVISION RWSrmjl 2/28/80 


This suggestion deals with handling of the file transfers via form 4-5 
which was used exclusively by the Filing Subunit in the manual system,. Because 
of the implementation of FACS, an automated file inventory system, on 4/2/79, 
the former manual system is being phased out, maMng form 4-5 eventually 
obsolete. This suggestion addresses two specific areas which are covered below. 

The first part of this suggestion recommends form 4-5 should be filed 
in the cabinet after entry of transfer data into FACS throi^h the CRT. The major 
portion of FACS functions have been implemented, leaving only Locate, File Review 
and Consolidation Subunit personnel still using form 4-5 until current supplies are 
exhausted. Any requests outside of the Filing Subunit for a supply of form 4-5 
are denied inasmuch as file requests or transfers generated by non- Filing Subunit 
personnel are listed on a sheet of paper and sent to the Filing Subunit. This 
procedure saves personnel time from having to repeat identical information on 
each form 4-5, such as name, room number, extension, telelift, etc. By generating 
an automated FACS printout, a complete legible record for the cabinet is obtained 
rather than a handwritten one. 

The second part of this suggestion recommends that personnel use form 4-5 
for transfers.' This is in reference to the File Review Subunit personnel. These 
employees place form 4-5 in the cabinets for the files pulled by them. Depending 
on the type of form being reviewed, File Review Subunit personnel either drop 
these files off or leave a list at a Filing Subunit to be entered into FACS. 

There are no problems with .the current handling of transfers or form 4-5. 
For the foregoing reasons, this suggestion shouldmot be approved. 
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March 17, 1980 
PERSONAL 



Federal Bureau of Investigation 
Washington, D. .C, 



Dear 


Your suggestion has been received concerning th ^adoption 
of new pro cedure s to bojusedJhLxeRard.tcLthe,pri3 cessing o f/ Forimil £-^^^ 
AI£er”a careful evaluation of yoiir proposal, it has been decjfded that the 
current system should be continued since, with the implementation of the 
major portions of the File Automated Control System, the use of this 
form will be substantially reduced. 


bb 

b7C 


Although favorable action \yas not taken in this ins^nce, 
the interest you ejqjressed by submitting your idea is appreciated. 


sincerely yours, 


CO 

1 

a 

ui 

y 

s 

2 


o 

CX3 

m 

c- 
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O' 

«sr 


pa 

u. 




Richard £. Long 
Assistant Director 
Administrative Services Division 


\ - Mr. Bailey 


Sl'iO C C ^ ^ 


1 - Personnel file of| 


Assoc. Dif. 

Dep. AD Adn. 
Oep. AD Inv, « 
Assn Dir.: 

Ada. Servs.«.. 
Ctia. Inv. _■£_ 

ld«nt. 

■ Inteir 

XoUrotory.» 
Le^el Coun. ^ 




(Suggestion il96-8Q)-; 






Jb:3 


Continued - Over 





APPROVED; 


Di'foctor 
Exec, AD-rnv, 
Exoc. AO-AdniT^ 
Exec,AD-LES ‘ 


Adm/Se^r.gfi^UsatCoun. 

Ted). £c(vs. ^ 

— Training 

XB&or^tory_ PuMo aK'o'E 









Feder^ Bureau of Investigai 
Washington, D„ C.- 




NpTE; Suggests that when file transfers are received by CRT operators .on 
Form4-5 the CRT operators should enter them in the CRT's iii.a no 
printout mode. Thereafter j Form 4-5 should be retained for filing in the 
cabinet.- Also,, it should be mandatory for all clerks to use this form for 
transfers. The Records Management pivision is opposed to this sugges'tion, 
arid a detailed addendum, from ^at division is attached. 
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Empbyee Su$ig«f>ion 

, 9.11-59) 
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^ The Pile Review Unit of the Records Management Division should 
review serial references developed as a result of an FO.IPA search, to 
determine if the requester is captioned as the subject of the serial.' 

When the requester is captioned as the subject and the reference is ' 

"I" (Identifiable) with the requester, Pile Review should mark the 
reference "I" and pull the file for processing by the POIPA. In those, 
instances where the requester is not captioned as the subject of the'- 
serial. Pile Review should review the serial and if "I," then mark the 
reference on the search slip "See Ref," and not pull the file for further 
processing by POIPA. /Ox-. ‘ M 


To! 


Diroctor« FBI 


Fro mt (Suaaeater'ft nome) 


SUGGESTION 


Da te 




4/23/80 


Division oi Asslgnmont 


b6 


Records Management 






Curronl-propMce or rule .(Include manual citation as wall as (acis) 

. , Pxle Review Unit pulls all main files and certain serial references 
tnat we know from experience may report information that is the equiva-?' 
lent of a main file regarding the subject. 


Advantages ol suggestion and annual savings (Include basis (or estimate) 

This suggestion will help File Review, Piling Unit, IPU and the 
analyst. 

File Review will be able to handle a review faster if they do not 
have to pull unnecessary files. There won't be as many files charged 
out and that will save the File Review locate personnel from having, to 
locate unneeded references. 

Continued jPage 2. 
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Dtsodvantagos oi suggestion 

None known. 


■f I THSeW 


-■ 


, 1‘ 





(The use by the United States o( my suggestion shaU ngt lorm the basi s o( a further claim of any nature hv me. rty heirs, or 
assigns upon the United States. I understand that I will be considered | 
within two years after submission.) 


□ Mr. Kilri.' □ 


Mia 


ijignamro and rule oi buggeater 


pon 1^ adopted 


Recommendations and comments of Division Head 

SEE ADDENDUM PAGE 3 
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Advantages continued 


Piling Unit will not have to take the file apart and 
Xerox unneeded references. Piling Uni.t locate clerks will 
not have to spend time locating files that are needed by” • 
other Bureau employees. 

IPU will be able to get request back from Pile Review , 
faster and instead of having to have serial references 
Xeroxed causing a delay or money letter to be sent/ they 
could close the case y^ith no record main file letter or 
only have the main file processed. 

The analyst would not have to have a case assigned 
to them just to send requester a no record main file letter. 

It is impossible to estimate potential savings other 
than to say they would be substantial. 
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toDENDUM to suaaestion of 


Re: POIPA Reviews, 6/9/8C 

3, 


This suggestion has merit in that implementation -would elimina-te the 
duplication of file reviews by POIPA analyst and the unnecessary 
duplication of file material for processing by the Initial Processing 
Unit in FOIPA. The suggestion would help to expedite review work 
done by employees in' the File Review Subunit, Records Services Section 
in those instances where the caption of a serial reference is not 
the subject of the serial reference thereby eliminating any further 
review of a given communication. It is to be noted that this 
procedure is a departure from current File Reyiew guidelines and i-t 
is therefore recommended that a 90-day trial period be imposed to 
determine any imforeseen disadvantages. During this 90-day period 
cost data should be captured by FOIPA to arrive at an appropriate 
pavings. 
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j"aie j[ ' s , ^ 

edarsd Bureau of InvestlgaUoii 
Waehingtoa, D, C» 





Dear 


X have received your auggeatioa that tiio File Review UhR 
Qi the Records Management Division should review serial reforeneeo; ' 
develoiied as a result cd! a FrecMiom of Mormatloa-Mvaey-^k^ search 1^ 
determine If the requester Is eaptlooed as the subject d ti^ serlai* Ym 
may be interested to know that it has been ii^roved for a olsslyHlay trial 
period. Upon completion of this trial period, your proposal w^ be oval? 
uated, and you wU| be advised whether or not it will be appreved on a 


*Ihe interest yon mq^ssed by fubmitting yoqr 1;^ 


' *Vi 4 ., 

»i>b6 

■ ‘"b7c4 

■'vvife 

• >rt 

■ ' % '' > 

< . . 

".--X *• 

. ¥s, 


if/' 


WWS?We«* 


’* 



^Bceroly yourS| 

Uu\\tiA(| 


My 

RiehardE. Long 
Assistant Director 
Adminlstrativo l^rviees Divtsfi 


1 “ Mr. Bailey (Personal Attention) 



Personnel file of 
:mak,rA/)fe 


• (Sugg^^tion |338-80) 



approved: 


Director 
n i mn hD Inv- 


iOAdm. 

-HWwrtD-U^ 


Legal poun. 

PlanV&lnsp-'*" * 

T^c,h..Swv,?j; 

TtainliiQ . J .it 

' . , ■^Kr >0 
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Federal Bureau of Investigation 
Washington, D. C. ' 
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■ I <tf. 
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NOTE: Suggestion set forth in letter to suggester. HMD advised that; this. sug^»^‘fi;| 
gestion has merit in that implementation would eliminate the duplica^p^’;M 

'swiai 


of file reviews by FOIPA analyst and the unnecessary duplication of fUe matsipMp 
for processing by the Initial Processing Unit in FOIPA'. The suggestion viOuldiMk 


help to expedj^te review work done by employees in the FUe Neview Subunit, 


, ’thp^ede§sary steps to place this suggestion' in effect for a 

• jpe^'lod, ' At thd end of this period, toe Rl^ should- nqtify ttie ^ggestiq^ 
IDesk,%Adintnis^^ Services Division, whether or not. the suggestibp 
Approved op a. permanent Also, toe )rmD should'4eteripid®'^ ^ 

savings y?Ul be* realized by toe implementation of this suggestiop, *^nd if BQ^pmQWs. 
. aupM s^yipgp shpiad be 'set' forth'. Views attached, " V" 
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Employee Suiggestion 
FD-252 (Rev. 9-11-59) 
‘ c 





Director, FBI 
SUGGESTION 


From; {Suq qester*s name) 


ATTN; DOCUMENT 


Division of Assignment 

SAN FRANCISCO 


DOCUMENT CLASSIFICATION REVIEW SECTION 
CTRC UNIT ' 


That a, procedure be established whereby thej ^lle^i acket o£^fecT 
cases 'determ i ned to be parti c ularly sensitive be in^rkedT both at - 
FBIHQ and in the field, in such a way as to in s ur e*^t ha t lsLhfl.u3Ld^tJi.e 
case be subject to ah FOIPA reque.s,t "» any classification review and 
processing be done in the field in close' coordination with the 
supervisor and/pr case agent, and done at FBIHQ in coordination with 
^ the appropriate INTD section, and that no release be made without 
their prior review. 


Current practice or rule Uncludo manual citation as well as tacts) r- 

Most FOIPA requests are processed without consultation with/^e 
substantive supervisor. 


Advantoges of suggestion and annual savings (Includo basis for estimate) 

The above is proposed to help avoid the release of apparently 
innocuous information which, due to particularly sensitive investi- 
gative circumstances, could tend to identify or compromise sources 
or methods. 


Ot-80 



^ 1980 


Disadvantages of suggestion 


Very slight additional work involved. 


(The use by the United.Stutes of my suggestion shall not form the basis 
.assigns upon the United States. I understand that 1 will be considered 
within two years after submission.) 

L^Mr. 1 Ihlrs. 1Z3 m1ss 

1 of a further claim of o 


S^nature 





Recommendations and comments of Division Head 

The adoption of this suggestion could preclude the release of 
sensitive information inadvertently , y^^'oh i of oisfma^cffr^ou 
compromise our sources. \ concur. 

Signature and Title 



F8I/OOJ 


tr tr 










. Suggestion #332-80 * 

Addendum: intelligence division (intd) ci-i c\m:ka& 6 / 20/80 


INTD believes this suggestion may have merit, 
especially in further eliminating any weaknesses in the 
present procedures relative to field divisions' FOIPA 
releases of information; Presently at FBIHQ, Divisions 
IV and y have established procedures to safeguard the release 
of "sensitive ihfprmatioh. " These safeguards include 
prior classification of such data by the orginator , 
caveats marked on sensitive source materials, and storage 
of asset files and RIP files in the Special File Rooni 
(SFR) j which requests permission of the FBI substantive 
desk supervisor prior to release of these files to 
FOIPA analysts. However, in most instances release 
of SFR file information is not first reviewed by the 
INTD- substantive supervisor, and most likely would 
substantially add fo their already cumbersome work load. 

INTD recommends that Division IV review this 
suggestion in^ light* of present FBIHQ and field divisions' 
policies regarding* '■the release of FCI information to 
determine whether or hot more safeguards are needed 
than, those which presently exist. 


_ approved: 

Btrtelor — 

», ■ , - * , ExeaAp-lnv._ 

' ’ _ Exec„Ab-Adm. 

1 ' ‘ Exec. AO-LES _ 


Adm‘. Setv. - , 

Crim. 

uix)rafory ■ . 


Legal Coun. , 
Plan. &lnsp., 

R'ec, Mgnl. 

Tech: Servs. 
Training 


Pubfic Affs. 0(f._ 
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Recommendation and Comments of Division Head 
Re : EM PLOYEE SUGGESTION, OF 

SA 


Suggestion 

ADDENDUM; RECORDS MANAGEMENT DIVISION,. 8/1/80/ DP 




This- suggestion has merit and is recommended 
for adoption with certain modifications. FBI Headquarters 
currently has a systematic method of identifying those 
FCI cases (and other sensitive matters such ,as organized 
crime) which should be referred to an appropriate 
supervisor prior to processing under the Freedom^ of 
Information Act or similar type request. 

This suggestion is recommendedi for adoption 
to the extent a rubber stamp be authorized for use- by 
field offices arid composed of a statement such as.: 

"Information in this case should be referred to supervisory 
personnel for assistance in responding to any Freedom of 
Information/Privacy Acts request or similar request." 

The st^p should' be >placed on the top file 
cover whenever it is decided ,by tfie appropriate supervisor 
the case should be reviewed 'prior to any response to a 
Freedom of Iriformation/Priyacy ,Act^^ requester or similar 
type request. „Also, when ‘ the Ycase is' closed , the stamp 
should’ be placed on -the Tast .serial Jin file, provided; 
it is not an ‘Original lab report or some- similar .document. 
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M I 


tecictanfc Attorney General 
for ZiorJitiiotnation 
(Attentions 


June Dr lOeo 


b6 

b7C 


’Svilliar.i I., lailoyr Assistant Liroctor 


Ivccortis Kanagcncht Eivislcn 






lir^i 13D7-E£1 206 


Reference is r,ac!c to ay letter datcG te^ruary 14, 
IDvO, regarding File Fronts, Feq 13S7-PBI 206 Jeehet 2tC-234< 



On Kay 20, 1D0.C, the Federal Lureau of Invoctiqaticn 
(FBI) received 100, CuO file fronts (Forr, 4-S96, Fev. 3/20/7D) 
froj- the i^cenor Tag Coapany. Ti.ir. Order replaced an order 
received in FcptcnLcr, 1D7D, that found to be 
Uiicatisfactory. 


“Tne Iccatibn of the oycletd ui the replacement file 
fronts is v.*cll outside the normal production tolerances 
available at rest t^fint shops. T'hero is a 1/1£ ipOh difference 
iroi.1 the top of the file front to eyelets, catsinc' the file 
front to be skewed 1 1/4 degrees v^hen attached to the file 
back, ^he eyelets have also been installed off-center by 1/i 
inch (reasuiecl at the top) when corparec to the centerline of 
the main body of the file fronts As the file grows In sise 
using these fronts, these two combined defects xi?ili create an 
audit ional torsional loz^d on the file back fastener t.fcon the 
file is stored in its normal side starciinu' position.^ The 
stress on larger files will generate additional file repair 
activities in the years to coiae. 



It was notes in paragraph five of the first iace of 
referenced letter that the installation of the eyelets cn the 
previously rejected file fronts ^ere off-center by 3/3.2 inch, 
unfortunately, that quality proklcr^ '-as not considered 
important enough for " the vendor to cheen when the current 






o 





As«(istant Attorn«y £«ner«l 
for ^ds) Inis trat ion 


Tue vendor h«s iiade soine effort in correcting the 
defects of the previous order, however |i defecte present in the 
repiacoiccrtt order are of greet con&em« inaSKuch as it will 
|tceci|.it«te substantial file repair ooata in the years to 
core. 


It is rec^auandsc tiiat a reduced price u« negwtxot<^d 
tliat will coripensate the i'BX fur utilialng the defective 
udteriel, or that the entire order raprintet' dt x<o cost. 

AttMohad %o this nencrandua ia a foloed file front to 
illustrate the defawta found in this order. 


Enclosure 


NOTE: This letter has, been coordinated with the Printing and 

Space Management Section, Administrative Services Division, who 
will hand carry to the Department of Justice. 


APPROVED: 

Director 

Exec AD-Inv. 

Exec. AD-Adm., 

Easc. AD-LES 


Adm. Senr. 

Crim. Inv. 

Idenf. _______ 

InlGlI. 

Laborat<M7 


Legal Coun. 

Plan a tnsp. i_ , 

Rec 

Tech Servs » 


Tfo.r'ng^ 

Public AffS. Off^ 


- 2 - 


1145479-000 — 66-HQ-2319 — Section 5 (935429) 



UNITED STATES GOVERNMENT 


b 

;rnme 

Memorandum 

TO : Mr. Bailey 


% 


UNITED STATES DEPARTMENT OP JUSTICE 
FEDERAL BUREAU OF INVESTIGATION ' 


Exec AD Inv. 
Exec AD Adm, 
Exec AD LES- 
Asst. Dir.: 
Adm. Servs.- 
f .Oini. ln>^_ 

(dent 

Intell. 


date: 7/10/80 


FROM 




6^ 


subject /^^r COUNT 


Laboratory 

Legol Coun. 

Plon. & insp. 

Rec. Mgnt. b6 

Tech. Servs. b7C 

Training 

Public AMs.Olf. ™ 

Telephone Rm 

Director's Sec'y _ 





. RECQHPS MANAGEMEIEL.DXVJS-IGN; (RMD) 

RE: I I to Bailey Memo dated 7/9/80 


PURPOSE ; 

To set forth procedures for compiling an approximate file 
count of file holdings in RMD. 


RECOMMENDATION: 


None. For information only, approved: 


DETAILS: 


Director 

Exeo. AD-Inv. _ 
Exec. AD-Adm. 
Exeo. AD-LES 


Adtp. Serv, _ 
Crim. Inv. 


Went. 

Intell. 

Laboratory 


Legal Coun. 

Plan. & Insp. , ^ 

Rec. Mnnt . bJL 
Tech. Servs. 

Training 


V./ 


, Public Affs. Off;^ 

Set forth in the following pages are procedures in obtaining 
RMD quarterly file count report prepared by the Records Research 
Staff. 

PROCEDURES ; 

To obtain the investigative file volume, total cases and total 
hard copy cases. 

li Request FAP 10499 for; 
a. cases on microfi l m 

h. number of cases that are multi section and ave 
section per case 

2. Temporarily add all classifications from last case numbers 
assigned from Aims (do not add Classification 13, this is 
litigation). Then add 115,257 to your total. These are 
the case total of classifications which are obsolete. 

(When FAP 11000 is ready, it will have the total cases 
opened from 1945 to present. A one time figuring for each 
classification prior to 1945 from Aims list would be done « / 
This total will be then added to FAP 11000 ) > 
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Memorandum 
RE: File Count 


to Bailey dated 7/10/80 


Records Management Division (RMD) 


b6 

b7C 

A 


3. Obtain purge count, additional volumes added to SFR, and 
sub vdl times ; opened. 

4, Investigative Volume Count 

a. add: cases purged 

cases on microfilm 
multi section cases 
Total CP.M. Multi) 

b. Total New Cases Opened 

- Total (P.M, Multi) 

Single volume files 

c. add: multi section volumes 

multi section volumes SFR 

Total volumes of sub case files number s 

(add from previous report) 

Multi volume total 

d. add: Single Volume files 

Multi volume tota l 

Total volumes (Investigative) 

Miscellaneous ; Total Cases 

1. Total new cases opened 

(-) Purged 
Total cases 

2. Total Hard Copy Cases 
Total Cases 

(.-) Cases on microfilm 
Total Hard Copy" Cases 

Personnel Records 


New Cases Opened 

Cases Purged 

Cases on Microfilm 

Multi Section Volumes 

Volumes of Sub Case File numbers 

Multi Section Volumes (Special Files) 

Only information available is : New Cases Opened 

(-) Cases Purged 
Total Cases 


2 
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b 6 

Memorandum fco Bailey dated 7/10/80 b 7 c 

RE: File Count 

Records Management Division CiRMD) 




Summary : (Investigative and Personnel Files) 

Total Cases: Total Cases (Invest) 

+ New Cases Opened (Personnel, Microfilm included) 
Total 

Total Volumes: Total Volumes (invest) 

4- New Cases Opened (Personnel, Microfilm included) 
Total volume 

Total Hard Copy: Total Hard Copy Cases (Invest) 

4 - New Cases Opened (Personnel, Microfilm included) 
Hard Copy 

Unknown Figures 

1, Number of cases skipped 

2, Number of cases consolidated (changed to). This figure 
will not be used as it can be used again if it is less 
than 6 months old. 

Note: 


Volume or Sections are considered the same. 
Case or File are considered the same. 


3 - 



Empt&^fe Suggestion 
FD-^52 (Re> g-ll-SSi) 


Director, rr-BI 


SUGGESTION 




From: (Suggester's name) 


* 






Date 

8/1/80 

i 

Division of Assignment 

b6 

I 

il._Ras.Q 

b7C 


It is suggested that original FD-302s be filed in a subfile 
and/or folder attached to the main file and that a copy of 
each FD-302 be placed in the main file. 






Current practice or rule (Include manual citation as well as facts) 

Original FD-302s are filed in main file 


Advantages o£ suggestion and annual savings (include basis for estimate) 

It is believed this would save considerable time as it is now 
necessary to pull original FD-302s when needed for trial or when 
case is RUC'd and same are forwarded to the office of origin. 

It is felt this would be particularly advantageous in a major pasa ; 
where there are volumes and voliames of original FD-302s which may/ 
be needed in court once the case is brought to trial. Also,^a-n^ ' 
Agent would be able to review all FD-302s in any particular ease 
by just requesting the subfile and/or folder and he would not 
have to go through all the volumes of any particular case. Dissemina- 
tion of 302s could be as follows; original to subfile and/or foldei?^ , 


Disadvantages of suggestion 


None known. 


Z~-y 

S 


(The use by the United States of my suggestion shall not form the basi; 
assigns upon the United States. 1 understand that I will be considered 
within two years after submission.) 

1 I Mr. OLImfs. I II Miss 


Recommendations and comments of Division Head 





by I am of 
excellent merit and should 
action by FBIHQ. , . 


(Do not write in this space - 




for Bureau use only) 
r r 


on Head j havG revxewed this suggestion submit^ 
am of the opinion that the suggestion, has y’£ 
hould be carefully considet^ for f^f^rabl^ 

, Signature and Title 


je only) / ^/Specxai Agent xn 








ADDJgNDUM OF THE RECORDS MANAGEMENT DIVISION ( RMD ) ( TBD t kltt 8/18/80) 


It is proposed in attached suggestion number 371-80 
from the El Paso Office that original PD-302s be filed 
in subfiles and/or folders attached to the main file and 
that a copy of each FD-302 be placed in the main file. 

Suggester believes that proposed practice would be particularly 
advantageous in a major case operation as all original FD-302s 
would be filed in one place and easily accessible for 
review and/or use in court. 

OBSERVATIONS ; 

Pages 31, 32, and 33 of the "Major Case Operations” 
manual identifies certain subfiles that maybe opened as 
soon as a major case is opened. Specifically mentioned are 
subfiles for Office of Origin and Auxiliary Office PD-302s. 

RMD is of the opinion that the use of subfiles for purposes 
stated in suggestion should be limited to major cases only 
since many of the regular cases have only one or two FD-302s 
and the administrative burden of handling that material 
in the suggested fashion would be counterproductive. To 
segregate FD-302s in all cases would be cumbersome, inefficient, 
and complicate the management and control of such material. 

In view of above, RMD is of the opinion that the 
use of subfiles for FD-302s should be restricted to major 
case as provided for in the "Major Case Operations" manual. 

RECOMMENDATIONS ; 


Recommend suggestion not be adopted. 


APPR§VI0! 

BirecloF 

Exec. AD-Inv. 

Exec. AD-Adm. 

Exec. AD-LES 


Adw. Serv. 
erim, lnv._ 

Idsnt, 

Intell. 

Laboratory 


j) Court. 

h. Saiv3. - 

ilio A((8. OK- 
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August 18, 1980 
PEESOHAL 


Federal Bureau of investigation 
San Francisco, California 


Dear 



Tljank you for your suggestion that a procedure be 
established wherel:^ file jackets containing particularly sensitive 
information be marked. After careful consideration, a modified 
version of your proposal is being approved. 


The interest you expressed by submitting your idea 
is appreciated and it is hoped that you will give us ttie benefit of 
any others you may have to enhance our operations. 


b6 

hlC 



Sincerely yours, 




\L\t\-\d L. 




% ]| ^ V. I \ Wi! \V . V, ‘ , I y ^ f ^ 

Richard Ei. Long 
Assistant Director 
Administrative Services Division 




My 


i2; - San Francisco 

1 “ Field Personnel file 
1 - Suggestion file 
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Dirsctor . 


Exgo. AO-Inv. _ 
Exec. AO-A'Jm._ 
Exec. AD-LES 


Ex.e AD Itiv 
Exec AD Adm. 
Exec AD LES 
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Adm. Servs., 
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Intell 


1-^ersonnel file of SA 



(Suggestion #332-80) 


Laboratory 

Legal Coun. 

Pion. & Irisp. 

Rec. Mgnt. 

Tech. Servs. 

Training 

Public Affs. Oif. _ 

Telephone Rm. 

Director's Sec'y 
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Adm. Serv.> 
Crim. Inv, 


Ident. 

Intell. 



gal Coun. 
Plan. & Inr-p. 
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Tech. Sorvs 
Training 


Laboratory 


Public Affs. Off. 
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Federal Bureau of Investigation 
Saa Francisco, California 





b6 

b7C 


NOTE: Suggests that a procedure be established whereby the file 
jacl^f FCI cases tosfe particularly sensitive be marked. 
Intelligence Division advised suggestion has merit, especially in >. 
further eliminating any weaknesses in the present procedures relative 
to field divisions' FOIPA releases of information. !1B^MD advised pro- 
posal has merit and recommendeds adoption with certain modifications. 
Suggestion is recommended for adoption to the extent a rubber stamp 
be authorized for use by field offices and composed of a statement 
such as: "Information in this case should be referred to supervisory 
personnel for assistance in responding to any Freedom of Information/ 
Privacy Acts request or similar request. " The stamp should be 
placed on the topfile cover whenever it is decided by the appropriate 
supervisor the case should be reviewed prior to any response to a 
FOIPA requester or similar request. Also, when the case is closed, 
the sfemp should be placed on in file, provided it is not 

an original lab report or some .S^ft^rdocument. Therefore, suggester 
being advised modified version of suggestion being adopted and upon 
approval, RMD should advise the field offices to place this procedure 
into effect and give appropriate instructions. Views attached. 
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, 'Employs >Sugg,es%ion 
FDr252 4F^v. d-ll“5g) ' 


^ Date 


8-8-80 


From: (Suggester's name) 


Director, FBI 


Division of Assignment 

Tampa -n 


SUGGESTION 


It xs suggested that an updated file cover be instituted wherein 
the Alpha designation number, desk number, case agent, office 
of origin file number, and other field office numbers will 
be on the front of the case file and readily accessible to 
anyone working on a particular case. (See attached copy of 
sample. ) 


It is also suggested that the file covers (both front and back) 
be widened h" to hold 8%" X 11" paper. 


Current practice or rule (Include manual citation as well as facts) 

Current file cover has space for the Bureau file number, field 
office file number and case agent's name. 


Advantages of suggestion and annual savings (include basis for estimate) 


This suggestion will update the file cover, thereby saving 
time by the individual working on the file at any time. 


sadvantages of suggestion 


7 - 




5 use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs" or 
gns upon the United States. I understand that I will be considerti' ' i 1 1 n i i t ir ■■ t i 

In two years after submission.) __ I 

(-. ..Jhlr. Mrs, ( ImIs Ji — ^ i - ^ ^ un l i. 

•* Signature and Title of Suggester 


n 






Recommednations and comments of Division Head: 


ADDENDUM; 

This suggestion incorporates information currently 
being written on the file cbver. Identification of this 
specific information on the cover would act as a reminder 
of the need for this data. In lieu of the term desk, the 
term supervisor would more accurately describe the admin- 
istrative responsibility channel. The placing of field office 

JU mim -iM 

file marabers on the outside of the jacket, except for Bureau 
and office of origin, could create, confusion, and this could 
be placed on the inside cover, thereby not eliminating needed 
space to identify the case Agent (s) . 


RE: Suggestion from Tampa Office 

Sugge^ion #3 80 - 80 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (BMP) 

It is proposed in attached suggestion from the 
Tampa Office that the file front, form PD-245, be 
revised to provide space for capturing the ALPHA designation 
number, desk number. Case Agent, Office of Orgin file number, and 
other field office numbers. It is also suggested that 
the file front and back be increased in size to be compatible 
with the larger paper (8% x 11 inches), 

OBSERVATIONS : 

FBIHQ has already taken steps to enlarge the 
file front and back in proportion to the larger paper (8% 

X 11 inches). Current instructions contained in the Manual 
of the Adminstrative Operations and Procedures (MAOP) Part 
II, Section 2-4.3 (6), page 286, permits the recording of 
auxilary office and other file numbers on the inside of 
the file cover. The file front (FD-245) has already become 
congested with preprinted information. RMD is therefore 
of the opinion that the file front is already crowded and 
that information such as the ALPHA designation, desk number. 

Case Agent, etc., which is subject to change, should not 
be preprinted on the file front as it would tend to further 
congest this form. 

RECOMMENDATIONS : 

Recommend suggestion not be adopted. 



APPROVED; 

Director 

Exec. AO-Inv. 
Exec. AD-Adm7 
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. II. 0. of iuattre . 

{MATERIAL MUST NOT EE REMOVED FROM OR ADDED TO THIS FILR 









(MATERIAL. MUST NOT EE REMOVED FROM OR ADDED TO THIS FILD 



as aks 
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U. 0. of iustir? 

(MATERIAL MUST NOT EE REMOVED FROM OR ADDED TO THIS FILE) 



ErTei/'i’ FJi-3 Ki:;r.ibar ■ 

00 nUFr.bC^'__, ■■■ -;^ 

- ReU Cf^Vee. A/umhet%: 



0. of dmtm 


(MATERIAL MUST NOT BE REMOVED FROM OR ADDED TO THIS FILE) 



Ei".rs>/'a riia K^X'^lisr ■ ^ 

o6 numbCR: 1 

Rel-j C^-^’ee A/umbfi&S : 


;s ff:«0 Kc-J. 


n. B. jiSFjiartmjnt cf iustire 

(MATERIAL MUST NOT BE REMOVED FROM OR ADDED TO THIS FILE) 




See ahio iVs 
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September 4, 1880 
PBEgONAL 




Exec AD Inv. 

Exec AD Adm. _ 

Exec AD LES 

Asst. Dir.: 

Adm. Servs 

Crim. Inv. 

Ident. 

Ititell 

Laboratory ... 

Legal Coun. 

Plon. & Insp. __ 

Rec, Mgnt. 

Tech. Servs. 

Training 

Public A(fs. Off. 
Telephone Rm. __ 
Director's Sec’y 


Federal Sareaa of investigation 
Taiapa^ Florida 



TiiaBit yoa for year so^estion that an npdated file 
cover b© ii^tltuted wherein more information coaM ho included and 
that the covers foe widened. You may be interested to know that 
steps already have been Wien to enlaa^e the file front and back 
in proportion to the l-rger paper. Also, it is believed that the file 
front is already crowded and that information such as you suggested 
should not be preprinted on the file front as it would tend to ^ther 
congest this form. "Therefore^ no action is being taken on your f 
proposal. \ 


Although ihvorable action wa^ not taken at this time, 
the interest you displayedby submitting your idea is indeed appreciated 




4 


Sincerely yours. 


Clmrles E. JlcSiimoa ; , _ 

Assistant Director ^ j / ^ 

Administrative Services Bmsion j 


~ Tampa 

1 - Field personnel file 
1 ~ Suggestiohifile 


APPROVED: 

Director 

Exec. AD-Adm.. 
£xec. AD-lnv. 


l^PerVonnel file 

( 6 )’* ' r\\l7 (Suggestion # 380 - 80 ) 

r V 


Adrn. Sarv ‘ 
Grim. Inv.__ 

(dont. 

Intell. 

Laboratory . 


Legal Coun. ^ 
mn. a li>sp." 
Rcc. Mgnt. \ 
Tec.h. Servs.{ 

Trsining 

Off. of Cong. 
& Public AK; 


^OSEP I -]m 


/* * ■ ' , 
MAIL ROOM CS 


SEP 4 1980 


Continued - Over 



f ^ t 


Federal Bureau of InvestigEdion 
Tampa, Florida 

\, 

/ NOtV: Suggests that an update^iile cover be instituted wherein the 
I \Alpha designation numbei^ desk number, Case Agent, office of 

oiigm,_toe number,* M other field office numbers will be on the front of 
the ease fil e and readily accessible to anyone working on a particulaY 
' caie^ Alsopthat the file covers both front and back be widened, RMD 
advised that steps have already been taken to enlarge the file front and 
back in proporation to the larger paper and is of the opinion that the file 
front is already crowded and that information such as the ALPHA 
designation, desk number. Case Agent, etc. , which is subject to 
change, should not be preprinted on the file front as it would tend to 
further congest this form. Views attached. 
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September 4, 1980 
PEESONAL 


Federal Bureau oi IPrestigatioa 
El Faso, Texas 

Dear 






Thaiiiic you for your suggestion t hat oilgin aj^iSkM^s 
be filed in a subfile andZor 

be^^JnWSafile. After carifid consideration, your proposal’ 
is not being appro?^ since it has been noted that in the ’Major Case 
Operations" Manual it identifies certain subfiles which can be opened 
as soon as a major case is opened. Therefore, it is believed that t|ie/ 
use of subfiles should be limited to these types of cases since many of 
the regular cases have only one or two FD~302s and the administrative 
burden of iandling that material as you suggested would be counter- 
productive. 

The interest you displayed by submitting your idea is 

/iSin. HI. jT X ""—Si li jtfi ^ 


certainly appreciated 


IVIAILED 16 




SEP 41980 



SEP 


izto':::.- 2-EiPaso 
Exec AD LEs — j _ FicM porsonnel file 

Adm. Servs. 1 - Suggestion file * 

Critn. Inv. i * 

Ltn.ZI^ 1^ Per§mnel 

uborat^o' - — 

Tech, Servs A 

Training . / f 

Public Afis. Off. „ 

Telephone Rm. _ « j T 

Director’s Sec'y_ MAIL ROOM EM ^ 


Sincerely yours, 


Charles Bi McKinnon ' 

Assistant Director A 

Administrative Fervices Division / 

APPROVED: JT;S^ Adm-Sen r 7 l/egalCoun. 


'P / 




\a Personnel file, of 
frRG:tab'’^*> ' ‘ 


Director 

Exec. AD-Adm.^ 
Exec. ADOnv. 
1 AD-LES 


(Suggestion #371-80) 


Crim. Inv. pisn. a Insp. 

Rco. Mgnt. ^ 

Idsnt. 

Trsicing _____ 

intsil. Off. of Cong. 

Laboratory & public Alfs._ 


Continued - Over 
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^Federal Bureau of Investigation 
El Paso, Texas 
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NOTE: Suggests that original ED -3 02s he filed in a subfile and/or 

folder attached to the main file and that a copy of each ED -302 
be placed in the main file. EMD advised that in the "Major Case 
Operations" Manual it identifies certain subfiles that may be opened 
as soon as a major case is opened. Specifically mentioned are sub- 
files for Office of Origin and Auxiliary Office 5T)^302s. It is believed 
that the use of subfiles for purposes stated in suggestion should be 
limited to major cases only since many of the regular cases have 
only one or two ED -3 02s and the administrative burden of handling that 
material in the suggested fashMn would be counterproductive. To 
segregate FD-302s in all cases would be cumbersome, inefficient, 
and complicate the management and control of such material. Views 
attached. 





. / 


t 


w 


all cacc 3/3/si 

attention; rrincipal Legal a^vicor 
Privacy Control Oificor 

Director f F3I 






IFL-D OFFICF FIX-SS VO P3IHQ 



Tlierc 


anil Civil Discovery 


lave been and continue to bo instances that 
require tield oCCices to foruare certain Cicie Cilos to 
FBIHQ for revie:; and processing, primarily in connection 
xv’ith the PreedoH of Infomation/Privacy Act: 
laatters. Due to the ciroilarity of the file fronts, nany 
of the field files inadvertently becoae integrated into 
the several nillion files at PDIilQ. Once this happens considerable 
clerical time is required to locate and rotriove the files. 

To minimise and/or preclude the afororaontioned, 
you should in the future when requested to forward files 
to TBIIIQ reiaove the original file cover, fom PD-245, and 
replace it with the green file cover, form FD-245a* llo 
file number or other markings are to be placed on the green . 

cover. The original file cover, FD-24S, is to be retained'^-, 
in the fielci office in the normal file sequence until PBiHCf 
has returned the file, at vjhich time the green cover, FD 
245a, is to be removed and replaced with the original cover, 
form FD-245, The green cover can be reused for subsequent 
subraissions and/or its original purpose since it bears no 
markings. The use of the green file cover will croato a 
color scheme that should prevent field files sent to FBIHQ 
from becoming interminglod with Headquarters files. 


'VI 




Tour cooperation in this regard is greatly appreciated. 


Ex9c ad Inv. 
Exec AD Adm. . 
Exec AD LES _ 
Asst. Dir.: 

Adm. Servs.,«2 

Crim. Inv. 

Ident. 

Intell. 



Laboratory 

Legal Coun. 

Plan. & insp 
Rec. Mgnt. 

Tech. Servs 
Training 

Public Affs. Off. 
Telephone Rm. 
Director’s Sec’y 


Mr. Colwell 
Mr. Mullen 
Mr. Otto 
Each Assis tant 


1 
1 
1 
i 
1 
1 

TBD: tfc 
'(25) 

See Note 


Director 



n. 


page 2 
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MemoranduKi to All SACs 

RB: Field Office Files Transmitted to FBIHQ 


IIOTE: Currently a rubber stamp v;hich states "Field Office 

File FOIPA Processed" is placed on the file cover of field 
files received at FBIHQ. While the stamp is legible, it 
does not stand out sufficiently to preclude field files 
from becoraing intermingled with the several million Headquarters 
files. When this occurs considerable man-hours are expended 
locating and retrieving the file(s). The use of the green 
file cover, form FD-245a, will create a very visible color 
scheme that will assist substantially in keeping field files 
segregated from Headquarters files. The green file cover 
is used on informant and asset files in the field to create 
a color scheme that makes these files easily distinguishable 
from other files and eliminates the possibility of informant/ 
asset files from becoming intermingled with other field 
files. Currently the green file cover is not used for any 
purpose at FBIHQ. 


FOIPA 
Unit, 
and 


This 

Section, 


has 

and 


been coordinated 




with _ 
Civil 


Discovery Review 
criminal investigative Division; 
ntelligence Division. 
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Empldyee'Suggestion 

F*D-2S*2 JRev. 9-ri-59) 

V 

Ju 


•# 


' i" 

Aik 

J33-S/ . 

To: 

From: (Suqqester's name) 

Director, FBI 

SA 


Date 


3/^/8! 


Division of Assignment 

NEW YORK 


b6 

blC 


SUGGESTION 


Institution of 
the top. se rTaX .in the last' 
Activity Log)' . 



ase Eil^l^ eri al _,Log which. would_bo 
sidl3Car to the PD“487"lNCfd^ 


Purpose of" the log is to record each serial in the 
file for quick reference at a later date whether for a file review oif 
for preparation of a Prosecutive Svunmary Report. 


/ / 


practice or rule (Include manual citation as well as facts) 

ml— ____ t •» 


Current 


There are no current procedures regarding a Case File Serial Log, 
however, should this suggestion be adopted, the logical area for 
-i nc l us ix m— in . t he_M anual of A dmxn.i..strative-.Opera t i.o n s....R-J?.ractices 


Advantages of suggestion and annual savings (Include basis for estimate) 

The advantages of the proposed Case File Serial Log (FSL) is to 
provide supervisors, case agents and clerical personnelv?wfeth a quick 
reference sheet for reference material. Prosecutive Summary Reports, 
file reviews etc. This is necessary due to the complex and ^voluminoijt 
investigations presently being conducted in all FBI classif^ca4;ions , 
in which most files are several volxmaes in length. With this new / 
log case agents and supervisors will be able to review ■ the [last / / 

volume and be able to identify pertinent serials for easy retrj,eval. 
By having a quick reference log (Table of Contents) as the lasir^ 
serial, not to be serialized itself, the clerical personnel V70uld 
not have to continually obtain previous volumes from the closedifile 


Disa(ivantages qf suggestion 

As With any new operational proposal the initial MAOP changes would 
be required, however, this procedure is relatively minor and adjust 
ments should be minimal. The initial cost of preparing the form 
should also be minimal as it will be similar to the FD-487 and only 
sheet is required. This initial cost ^.-^should be .of minimal (?onsequei|i> 


{ThQ use by the United States of my suggestion shall not form th 
assigns upon the United States, I understand that I will be CQnside| 
within two years after submission.) 

□ idrc. □; 


Mr. 




jiFL yl 


Recommendations and comments of Division Head 

This suggestion appears to have 


merit and ’ ''^ovdd bs^'iCon^ 
for adoption, as it would provide a ready reference for* 
contents of investigative files and thus, eliminate 
lerqihy file 





reviews . 


^acTdiW 


Signature and, Title 






(Dojiot^wrUe^in this space yf^r Bureau use only) 


;e - lor 


JO not. write in i 


LI 


SION IV, N1 




/ 


t\ % 

3-Kurea.u 2~New"4<lrk (1-66-7111) (Personnel Folder SA 

aT ^ .M. Cn If r*Si liH 


9 O'. 

. t 



FBI/ 







i 


current Practice or Rule (Gont*d) 


would be located in Part II, Section 2-4,3, 5 & 5,1, pages 
286 and 314. The only other area which may be applicable 
should this suggestion be accepted would ne MAOP, Part II, 

Section 7-1,2 which outlines the procedures used for the 
NCIG activity log (FD-487 

Advantages of Suggestion & Annual Savings (Cont*d) 

section. In some offices this can be extemely significant 
due to the number of volumes and distance between the rotor 
and closed flies. Of utmost importance, this new log would 
allow for a quick retrieval of material necessary for a 
prosecutive report. As in most complex cases in which a 
separate sub file for FD-302’s is established, the log will 
provide a simple, quick way of locating pertinent 302s. 

Further, where consensual monitoring and/or body recordings 
are authorized, the serials granting approval can easily be 
located, whereas, under the present system, a 10 volume case 
file, could result in a time cosuming search for such serials. 

An example of how this form can be utilized is attached. The 
responsibility for keeping the log current would be that of the 
case agent. This would be accomplished by attaching the log 
to new serials, i.e, new mail, 302 ’s etc to the case agent, 
who in turn will review the new serial and make what notes are 
necessary to later identify the serial. This log would only 
be necessary on casds in which multiple volumes were anticipated, 
and would be more applicable in those caises in which there is 
a good chance for prosecution. Also, regarding FCI files this 
log could be of value in those cases where prosecution is sought 
or the caise is of significant public interest. 

There is no accurate means of measuring cost effect- 
iveness, however, logic would dictate that if the' case agent and/ 
or clerical personnel need only check the latest file, kept in 
the rotor, for a complete listing of the case file serials, then 
manhours will be spent in a more cost effective fashion. It is 
conservately estimated that during the preparation. of a prosecutive 
summary report approximately 3,0 hours can be saved in searching 
voluminous files for a specific serial. With this emphasis placed 
on Prosecutive Reports, the savings in manhours can be quite 
significant resulting in the savings of thousands of dollars. 

Disadvantages of Suggestion (Gont*d) 

in the final analysis due to the savings of manpower hours search- 
ing for serials in multi-volume investigations. There also could 
be a problem with security of the log if used in FCI matters j 
due to the sensitivity of the investigations, and also having a 
Table of Contents should the file become compromised. Due to the 
caution taken in securing FCI matters, this problem should be 
of no significance. Further, in larger offices, there is a 
possibility of the serial log becoming detached and or lost when 
routed to the agent, however; if the proper care is taken then 
this disadvantage should also be of little significance. 


*•2 
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CPiSE FILE SERmi.LOG 
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pow-Ve. 
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Si^gestion #133-81 

aPDENbUM; CRIMINftL IMVESTIGftTIVE DIVISION (CID) MABCH 30, 1981 JLD/RCN:sas 

Z^propriate CID management personnel have reviewed the suggestion of 
SA Paul E . Storer concerning institution of a case file serial log . The general 
consensus following this review v;as that this suggestion not be adopted. 

A major consideration in recoiimending that this suggestion not be 
adopted lies in the fact that there seems to be a proliferation throughout' the 
field for the use of various "top serial" systems in all sorts of situations. 
Somme of these have been mandated by PBIHQ, such as the NCIC Activity Log, while 
others seem to be in use under various circumstances within different field 
divisions. This trend to adopt top serials should be controlled as much as 
possible in that it places added responsibilities on all personnel who are 
charged with handling Bureau files. 

In the suggestion, it was indicated that the only advantage that the 
Case Pile Serial Log would have would be in multi-volume cases so that this 
addendum will address only those issues which would mi^i^ate against the top 
serial leg concept in those voluminous files. It would appear that there are 
various case management procedures which can be employed which would ease the 
file review problems stated in this suggestion. Currently the serialization by 
date order, the various colors used to represent different types of documents, 
as well as the format of various documents have been instituted to iiake file 
reSyews easier. In addition, individual case Agents and Supervisors can 
establish ary number of sub-files in multi-volume files to ease the file review 
burden. By establishing separate sub-files for FD 302 's, tech logs. Bureau 
communications, surveillance logs, responses fran other field offices, etc., 
case Agents should be able to adequately manage each case and ease file review ' 
problems. If these methods are not utilized in a multi-volume file, this would i 
be a mismanagement of the case by both the case Agent and the Supervisor . 

If this suggestion is adopted, there are several changes which should 
be considered. One of these changes should be to make the Eotor Clerk 
responsible fer maintaining the log . It would be a time-consumirg matter for 
the case Agent to maintain the log and in addition, the procedure outlined in 
the suggestion for gettirg the log to the Case Agent vould appear to be 
unworkable. By requiring that the log be attached to each new serial, this 
would inevitably lead to the log beirg in-transit between the Rator and the Case 
Agent a great deal of time on very active investigations. This situation would 
make it virtually impossible to maintain an up-to-date log and would create more 
prc±)lems than it would solve. One of the cost factors not addressed in the 
suggestion \«uld be the time required by the Agent or the Rotor Clerk to 
maintain the log in a current status . 

If it is decided to proceed with the suggestion for the 
iirplemsntation of a Case File Serial Log, it would be recommended that it be 
tried on a trial basis in several different field offices after which the 
results can be accessed prior to full implementation throughout the field. 
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JPPROVED: 

Biractor _ 
Exao. 

6xec. AD-lnv, 
Exec. AB-LES. 



■ Trai-uin 

Off. Of Gong. 

Uboratory & Puijiic Affs 
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Addendum to Suggestion #133-81 from New York 


ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) YfFMK/adp) 4/13/81 


y 


It is proposed in attached suggestion #133-81 from New York 
that a Case File Serial Log be instituted. This would be retained 
as a top serial in the last volume of the file. Purpose of the 
log is to record each serial in the file for quick reference at 
a later date whether for a file review or for preparation of a 
Prosecutive Summary Report. 


OBSERVATION ; 

RMD is in agreement with addendum prepared by Criminal 
Investigative Division that this suggestion not be adopted. The 
need for another "top serial" is unnecessary; the requiring of the 
log to accompany a new serial, not only has the potential for it 
getting lost, but being incomplete, as new mail coming in 
would necessitate the log being returned on a timely basis. 
Logically the log should be filled out by the rotor clerk, 
but taking into consideration the "must do" work done on 
a rotor, this becomes an added burden that is not an enhancement 
to record keeping. 


RECOMMENDATION ; 

Recommend suggestion not be adopted. 


APPROVED: Adm. Serv. 

Ciirri. Inv._ 

Dirccto.- 

rx'f 

AOi.i\. : 

Au-LL J mL !y 


Legal Ccun. 

Pla”. A lnsp._^ 

R'-. ■■■ 732^1 

T. 
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April 28, 1981 
PEi^ONAL 
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Gx«e AD Inv. . 
Exec AD Adm. 
Exec AO LES . 
Asst. Dir.: 

Adn. Servs. _ 

Crim. Inv. 

Ident. 

htell 

Laborotoiy 

Legal Coun. . 
Plan. & Insp. 

Ree. Mgnt. 

Tech. Servs. . 
Troining 
Public Alls. OIL 
Telephone Rm. .. 
Director's Sec'y 


Federal Bureau ol Iu¥estigaiioa 
New York, New York 


Dear 



Your suggestion to instltate a case file serial log has been 
received. After a thorough evaluation, your proposal is not feeing ap- 
proved since it is not believed to fee necessary. The requiring of the 
log to accompany a new serial not only has the potential for it getting 
lost, but being incomplete as new mail coming in would necessitate the 
log feeing returned on a timely basis. Also, it is believed that if 
log was instituted it would be an added burden and not an enhancement /•" 
to record keeping. .. ^ // 


Although positive action was not taken in this instance, M 
interest and en&ualasm you expressed bf submitting this idea are mo&t— 
appreciated* 


Sincerely youns 




Oliver B. . 

Assistant Director v / 

Administrative Services Division 


2 - New York 

1 - Field personnel file 
1 - Suggestion file 


1 7 j Personnel file oq 

4V 

/a \ Oa. ^ I) 



(Suggestion #133-81) 


APPROVED; 

I . 

D:reotor_ 

Exec. AD-.Acim._ 
Exec. AD-lny. 
Exso. AD-LK 


Adm. Ss 
Crim. Invi 


Went. 

Intsll. 



"Legal Coun. 
& Insp, 


Tech. S£,-vs._Z 7^ 
Trrfning 


A.. 







ittrofCong. 

& PubSo A?fs. 


nriip'EISll I -=Coi 
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0 . 


Federal Bureau of Investigation 

New York, New York . . 

/iy 

NOTE: Suggests that a case file serial log which jjfduld be the top 
serial in the last file, similar to the FD-487 be instituted. 
Reasons for nonadoption of this suggestion set forth in letter to 
suggester and detailed addenda of Criminal Investigative Division 
and Records Management Division. 
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yejUlbgestion- 
ciP7a-n.59) , 


/ 


t 


ector, FBI 




SUGGESTION 




Date 


May 5/ 1981 


Division of Assignment 

Records Management 



After the Freedom of Information-Privacy Acts Section (FOI/PA) 
has determined’ that a file in their possession should be 
forwarded to the Document Classification Unit (DCU) for 
classification, they should place a forwarding tag on the 
file. They should list all information for DCU needed on a 
forwarding tag and place their name under this information 
so they can have the file sent back to them. 


fA 


Current practice or rule (Include manual citation as well as facts) 


Each person hol(3ing a file is responsible for calling X l 
or sending a list of the files that are to be transferred to 
the a 


Advantages of s 


area. 


and annual savings (include basis for estimate) 


This would help Locate Clerks in tracking down a file when it 
is needed on an urgent basis for trial, etc. This would also 
keep the CRT Operation in smooth order. 









Disadvantages of suggestion 

The FOI/PA Section may fail to call all information for transfer 
with the additional forwarding information. The forwarding 
tags may become overcrowded with names on the list for forward, 





(The use by the United States of my suggestion shall not form the basis of a further claim <?f any nature by me, my heirs, or 
assigns upon the United Stales. I understand that I will be co.nsider ed for any Justified award only if my s uggestion is adopted 
within two years after submission.) 

□ Mr. Omi. 


I I 0l> 


f Suggester 


X 


Recommendations and comments of Division Head 


See page 2. 





Signature and Title 


(Di^not write in this space^- Rureau use only) 











€.■ 


FBI/DOJ 






Suggestion from 


to Director, FBI 
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ADDENDUM: RECORDS MANAGEMENT DIVISION 

DOCUMENT CLASSIFICATION UNIT 
5 / 5 / 81 , 


suggestion and concern for facili- 
tating location o£ files within the Document Classification 
Unit is appreciated. If, however, rules currently in place, 
i.e., officially transferring files, were followed, her 
suggestion would nnt hp nenes sary. For this reason, it is 


recommended that 


be thanked for her concern as 


she has been by her Unit Chief, but her suggestion not be 
adopted. 






June 19, 1931 
PER£02iAL 


Federal Bureau of 1 
Washii^ton, D. C. 


Dear 


ivestigatlon 





Thank you for your suggestion that after the^Freedom of__ 
Morma tionrgriyacy Acts gection ime <??tcri^:*iaed.tim a file in their 
possession siiould be for?;arded to , a 

a forwarding tag should be placed on the file . After careful consider- 
ation, your proposal is not being approved since it is believed that tlie 
current practice to officially transfer files is sufficient. 

Althov^h positive action was not taken in tiiis instance, the 
interest and concern you exhibited by submitting your idea are indeed 


appreciated. 




Sincereiy yours, 


Oliver B. KeyeE . 

Assistant Director 
Administrative Services Division 


T"^vir. Finzel (Personal Attention) 


I - J*ersonael file of 
Xl?G:tabjl7Hr 
(5) 


(Suggestion #288-81) 


BiffCter,.*.— 
Exao. AO-Adm-. 
Ewe.AO-mv. . 
Cxto.AO‘l£S . 


Crfsn-tew.^ 

, Idsnt. 

, ]nspso«an_ 
' bitefl. 


Lcgr"' Cd'-j?!-. 

Tif.Jt.e«'>'^=========^ 

Off. ot Cong. 

& Public Attaw 


NOTE: Suggestion and reasons for nonadoption-of’ suggestion set for 
in letter to suggester and addendum of RMD. 
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Employee Suggestion v 
FD»252 (Rev.-^-ll-SQ)- 

k \ 

>x. Y* 


# 


iw 

\ 


L 


To: 


rector, FBI 




From; (Suggester's name) 

ASAC Joseph E. Ondrula 


Date 

9/21/81 



Division o£ Assignment 

Spr ux^if XLeld 


’^at FBI HQ modify th< gg^le jacket iCFD-245) Jpr cases. lixYolydii^ EL^^^ 

^maft er s- 6nce the” woulll'T^olve telephonic or hon-telephoi^ 

usage, the file jacket would be replaced with the designated ELSUR color 
coded front. In addition to the color coding, the word "ELSUR" could 
be inscribed on the new file front. 





Current practice or rule (Include manual citation as well as facts) 

Current practice is for each field office to rubber stamp "ELSUR" 
on the file jacket. 


Advantages of suggestion and annual savings (include basis for estimate) 

It is recognized through inspection procedures that major administrative 
deficiencies in the area of ELSUR matters continue in manj"^field 
divisions. The deficiencies, in my opinion, are due to yt'h'0/d.ack! of 
management control to assure compliance. Through usage/ 
coded file front, it would clearly identify those file! 
or more methods of electronic surveillance have been u- 
it would enhance FBI personnel to closely monitor for 


ic 



Disadvantages of suggestion 

None apparent. 



/y 


-V ';/V 



(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered for any Justlfled award only if my suggestion is adopted 
Within two years after submission,) ^ acta f 

'CD Mrs. 'CDmIss - AP'A-C — fc 




Signature and Title of Suggester 


Recommendations and comments of Division Head 

The suggestion woid provide a uniform method of alerting individuals 
to appropriately handle ELSUR matters ^d is wc^thy of consideration. 


xs wc^ny oi consiaeraxi 

Signature and Title _ SAC 


(Do^ot write in this space - for Bureau use only) 

2 - Springfield (1 - 6 6-2360) (1 - 67-Personnel file 

3E0/dc 










/ » 


RE: Suggestion fB94^81 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (RMF/adpVlO/15/81) 


It is proposed in attached suggestion from Springfield, 
that file jackets for cases utilizing ELSUR be color coded. 
Suggester is of the opinion Bureau personnel would then more 
clearly monitor these cases to assume compliance of management 
control which he feels to be a deficiency recognized during - 
field office inspections. 

OBSERVATIONS : 

RMD has recently conducted a careful review of the most 
recent inspection findings of each field division relating to 
ELSUR matters, and finds the noted deficiencies would in no way 
be alleviated by the implementation of this suggestion. Current 
policy of stamping "ELSUR” on the file jacket should remain in 
effect. 

RECOMMENDATION; 


Recommend suggestion not be adopted, 


/>j^F!OVEO; 





CIrsntor - 

• ■- - 

Exec. — 



- 2 - 


Ck;tol3er22, 1981 
PEESO^AI* 


'Mt, Joseph E. Oadrula 
Federal Bareau of layest^tion 
Springfield, Ulioois 

IJear Mr. C^drula: 


/ /- 


/f] 

\n 


I have received your suggestion to reviae^ ^rm FD*245 

ITou may be interested to kxl^ 

that the Records Maimgeroent Division has recently conducted a review 
of the most recent infection findings of each field division relating to 
ELEUR matters, and finds the noted deficiencies would not be alleviated 
ty implementation of your proposal. Therefore, it is believed that the 
current policy of stamping ’'EDSUR" on the file jacket should remain in 
effect. 

Although positive action was not taken in this instance, please 
be assured that the interest and concern you expressed by submitting 
""your idea are appreciated. It is hoped that you will continue to give as the 
benefit of any others you may have in the future. ««« 




SinceMIr you^^/;- ^ ^ " 

/C ... 

aiver B. Revell X/ .;/• 

Assistant Director 
Administrative Services DMsi*^ 



2 - Springfield 


APPROVED: 


fcpnngtiew , (/ ft 

1 * Field personnel file Exsc. f D-A^Ri., 

1 - Suggestion iiife 51 if blKH Exeo.AD-mv 

r ” ' Exec. AD-LE! 


Adm.asrv^ 
Cr:m. fnv. _ 


L’bcrr‘ory_ 
1. ^ 


^,Lc-/'t‘ersoimel file of Mr. Joseph E. Ondrula 

(Suggestion #396-81) 


MAIL ROOM 




-.Continued - Over 

v*‘*‘ •> /\~y. 


OCT 27 IS8I 




0 * 







Mr, Joseph E. Ondrula 
Federal Bureau of Investigation 
Springfield, Elinois 


NOTE : Suggestion and reasons for nonadoption set forth in letter to 
suggester and addendum of RMD. 
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Memoran 



¥ 



To 


From 


= Mr. Finzel 


Dat( 




b6 

b7C 


Adm. Servs., 
Cfiiii. Inv. 


Director 

Exec. AO-Adm._ 

Exec.AD-Inv. 

Exeo.AD-LES 


Idsnt. 

Inspeotion_ 

Intell. 


Laboratory ____ 

Less! Conn 
Cf? oJCc.-.o 
u Aifs 

Tech Servs.___ 
Training 


“November '3, 1981 


Exoefe-Adm.'X- 

Exec AD 

Exec AD L£S_— . 
Asst. Dir.: 

Adm.Ser».^^^^^ 

Crim. Inv, 

Idsnt. -— - 

Intell 

Loborotory 

Legal Coun. — 

Plan.& Insp. 

Rec. Mgnt 

Tech, Servs. »—«, 
Training _____ 


Subject,^^ r LE _-ERONa?S - . JACKET__35.1..s3.XQ 
REQ UISITION 2150^ O 

f-i /(LJS. 

PURPOSE ; 

To seek approval to reject the preproduction samples 
identified in captioned requisition. 

RECOMMENDATION ; 

1 . That this matter be referred to the Administrative 
Services Division and that the Government Printing Office (GPO), 
through the Department of Justice (DOJ) , be advised that the FBI 
does not approve of the preproduction samples offered. 

APPROVED: 


Qff.ofCong. 

& Public Affs._ 

Telephone Rm. 

Director's Sec*y 


2. That GPO also be advised through the DOJ to select 
only first quality materials and fabrication techniques for FBI 
file front fabrication and printing. 









s 

■i 





Memorandum 


to Mr. 


RE: PILE FRONTS - JACKET 351-370 

REQUISITION 2150 


Finzel 


b6 

b7C 


DETAILS : 


Preproduction samples of file fronts were provided for 
FBI approval in early September 1981. Recognizing that they did 
not "feel" quite right, the Records Research Staff, Records Systems 
Section, asked the Preservation Services Lab at National Ar.chlv.es 
and Records Services (NARS) to examine the preproduction sample and 
compare it against samples from the last two file front orders. 

The preproduction samples' offered for approval for captioned order 
were inferior to file fronts now in use in many respects. The 
material selected for the preproduction samples appears to be from 
a very poor mill run. The fabrication technique used to install 
the eyelets left a ring of jagged metal edges on the back side of 
the file front that is inferior to the smooth coined surface of the 
examples provided by the FBI. Additionally, the thickness of the 
finished eyelet on the preproduction samples were .075 of an inch, 
whereas the previous file fronts were measured at .050 and .060 of 
an inch. Although the base weight of the material of the 
preproduction sample was slightly higher than the file fronts now 
in use, the mechanical properties of tear, surface smoothness, fold 
resistance, relative stiffness, tensil strength and surface 
toughness were inferior. 


Memorandum^ 






Colwell 


t/aic r a t 


Ll/6/81 


P. Pinzel 
O .. 


P:its 


'<Z --ZZ— /Qif ■ 

Subject: PROPOSED CHMGETIHTiANDAL OF 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 


Exec AD Adm. 

Exot^AD lnw> 

Ex« AD UEst- 
Asst. PIr.: 

Adm. Serve. 
Crlm. . ■ 

Ident. 

Intell 

Laboratory 
Legal Caun. 

Plan.& Insp.. 

Rec. Mgnt. 
Tech. Serve. 

Training - - 

Ofl.of Cong. 

& Public A{fs._ 
Telephone Rm.^ 
Director*! Sec'y. 


PURPOSE ; 

To irecoininGnd the following change in the MAOP regarding 
the administrative handling of PD-302S and inserts. 


DETAILS ; 


REASON FOR CHANGE 


By suggestion from St. Louis it was proposed that when 
the original FD-302 is initialed by the Agent and returned for 
filing, the dictation slip (FD-77) can be removed from file, thus 
eliminating the use of the FD-77 as a charge-out. It was further 
suggested the policy of maintaining extra copies of inserts and/or 
PD-302S in an envelope adjacent to or in front of the file be 
eliminated. 

After contacting a number of field offices, it has been 
determined that most offices, in keeping with the one copy concept, 

C P, type only an original and three copies of PD-302S and/or inserts. 

If additional copies are required they are duplicated as needed ' 
p ,r b from the original. With the limited typing of-'^copjies the use or the 
lp'jrPD-77 as a charge-out and the present reqUir^en± to retain extra 

i'' If* 4-^ V^or’nTnA.ci ManUSl ch3.nQ6S \ 


tne originax. wi-cn une xi-miutsu ^ r 

I*' lp'jrPD-77 as a charge-out and the present requir^en± to retain extra | 
-‘Vr/* copies adjacent to the case file becomes obsol^v Manual changes 
are required and are submitted herewith. 


CHANGED TEXT 

MAOP Part II, .2-4. 3. 1(1), (a), (b) and _(c) ; 2(a), page 28"^ 
and (4) page 288 should be deleted and replaced with the following:— 


' rf ‘if 66-19198 (Manual of Administrative Operations and Procedures) 

^ F 1 - Mr. Colwell " 

1 - Mr. Revell (Attn: Manuals Desk) 

1 - Mr. Finzel (Ad min.) 9 NOV 23198* 

1 -I 


]\FMK/adp (7; 



FBI/ DOJ 



7 


V 





IK f 


Si^i 




Memorandum R. P. Finzel to Mr. Colwell 
RE: PROPOSED CHANGE IN MANUAL OF 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (BIAOP) 



2-4. 3.1 Administrative Handling of FD-302s and Inserts 

(1) After transcription of PD-302S, the dictator, if 
different from the Agent to whom the case is assigned, shall 
initial the original FD-302 and promptly submit the original and 
one copy to the^Office Services Manager. The copy of the PD-302 is 
to be block stamped, given the same serial number as the original, 
charged out and routed to the case Agent to be initialed and returned 
to file. If additional copies are needed later, they may be 
reproduced on duplicating equipment. In the event a copy of the 
FD-302 and/or insert is necessary for work purposes by the case 
Agent, such must be charged out on form FD-5 (see 2-4. 3. 2 below). 

(a) In nonsensitive-type cases where a Resident Agent is 
the case Agent, the original and copy, after being initialed, will 
be retained in the headquarters office, as indicated in (1) above. 

In the event a copy of the FD-302 or insert is necessary for work 
purposes in the resident agency, such must be charged out to the 
particular Agent. 

(b) If assigned to headquarters office and the dictator 

is the Agent to wl^om the case is assigned, he/she should initial the 
original FD-302 and return it to the^^ffice Services Manager with 
a copy to be filed as indicated in (1) above. 

(c) In resident agencies, if the dictator is the Agent to 
whom the case is assigned, he/she should initial the original FD-302 
and submit it and one copy to therOffice Services Manager for filing. 

(2) Indexing of FD-302s 

(a) If indexing of PD-302s is necessary, and a report 
is not being immediately prepared, the Agent to whom the case is 
assigned shall use the serialized copy as an indexing copy. The 
necessary names or items to be indexed should be underlined in red 
and the copy sent to thsfoffice Services Manager for indexing. The 
indexing copy is to be filed adjacent to the original. If a report 
is being prepared immediately, indexing on the serialized copy is 
not necessary; the Agent is to indicate the necessary indexing on 
the file copy of the report. 
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Memorandum R. P. Finzel to Mr. Colwell 
RE: PROPOSED CHANGE IN B4AN0AL OP 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 


(4) When the case Agent is assigned to headquarters office 
and copies of FD-302s or inserts are received as enclosures from 
another office, all copies shall be charged out and routed to the 
Agent to whom the case is assigned, with a copy of the transmittal 
communication. However, one copy shall be block stamped and 
serialized (in numerical sequence with the cover communication) and 
charge-out slip applicable to this serial is to show the number of 
copies charged out. In nonsensitive-type cases where the Resident 
Agent is the case Agent, the serialized copy of the FD-302 and/or 
insert along with a copy of the cover communication is to be 
charged out and routed to the case Agent. The Agent is to indicate 
on the serialized copy any necessary indexing and promptly return 
it for filing (and indexing, if necessary) to the^Office Services 
Manager's Office. 


SAC BIEMORANDUM 

A Memorandum to All Special Agents in Charge has been 
prepared and is attached. 


RECOMMENDATION: 


That the above manual changes and Memorandum to All Special 
Agents in Charge be approved and forwarded to the Manuals Desk, 
Administrative Services Division, for appropriate handling. 



APPROVED: 


Director. 

gseo.AD-UES , 


Adm.Serv! 
Grim. Inv. 




jcnt._ 

S:-,3p®o;ion_ 
Intall. 


iboratory 

Legd Coun. - 

TtiOil 

Training _ — 



3 - 


Memorandum 




Mr. Pinzel 


t}' :«^ILE FRONTS -^ACKET 3 5 1- 370 


11/10/81 




Reference is made to a Scherrer to Pinzel memorandum 
captioned as above dated 11/3/81, in which Administrative Services 
Division was _ requested to respond to the Department of Justice 
(DOJ) regarding the captioned file fronts. 

PURPOSE ; 

To seek approval to submit enclosed letter to the 
Department of Justice rejecting the captioned preproduction samples. 


RECOMMENDATION ; 

That approval be granted to submit the attache^^""*Te^er 
to Department of Justice. / , \ 


APPROVED: 

Adm. ServsC^j4)oratorv 

Crim, Inv. Legal Coun. 

Director 


Off cfCong. 

Exco. 

lc<ont. 

c* Affs « j. 

Exsc. AD-Inv. 

Jnspsction 

Ucc. tv'.gnt. 

& 60 .AD-LES 

intell._ 

Trainina 


DETAILS ; The attached letter to DOJ rejects the captioned file 
front and further elaborates the mechanical deficiencies of 
the material and fabrication techniques used to insert the 
eyelets. „// 


¥ fir \\ ^8 // 



Enclosure^^^yi^ip ' 

3 - Mr. Revell (Attn; 

2 - Mr. Pinzel (Admin. (Attn; 


KKBIilSSll 

SB NOV 20 1981 





FBI/ DOJ 






•• 





Laboratory _ 
Legal Coun. . 
Plcin. & Insp. 
Rec. Mgnt. 
Tech. Servs. 
Training 
Public A(fs. Off. 
Telephone Rm. _ 
Director's Sec'y 



Assistant Attorney General 
for Administration 
(Attention Mr. W. H. Joy) 

Robert P. Finzel 

Assistant Director 

Records Management Division, FBI 


11/10/81 


JILE__FRONTS. - JACKET 351-370 
Requisition 215'0” 

PREPRODUCTION APPROVAL SAMPLES 

/. 

Pursuant to Justice Publication and Printing Regulation, 
DOJ 2510.9, the FBI has examined the captioned preproduction samples 
and found them unacceptable. The Government Printing Office 
(GPO) , through the Department of Justice DOJ, is advised by 
this letter that the FBJ does not approve of the preproduction 
samples offered. 

Pr epr od uc t 1 On samples of file fronts were provided for 
FBI approval in early September, 1981. Recognizing that they did 
not -feel" quite right, the Records Research staff. Records 
Systems Section, asked the Preservation Services Lab at the National 
Archives and Records Services (NARS) to examine the preproduction 
smple and compare it against samples from the last two 
file front orders. The preproduction samples offered for approval 
tor captioned order were inferior to file fronts now in use* 
in many respects. The material selected for the preproduction 
samples appears to be from a very poor mill run. The fabrication 
technique used to installthe eyelets left a ring of jagged 
iTi0t3.X g<3^0s on th© t}3.ck sic3© of IiIt© fiX© front thst is inferior 
to the smooth coined surface of the examples provided by the FBI. 
Additionally, the thickness of the finished eyelet on the pre- 
production samples were .075 of an inch, whereas the previous 
tile fronts were measured at .090 and .060 of an inch. 

Although the base weight of the material of the preproduction 
samplewas slightly higher than the file fronts now in use, the 
mechanical properties of tear, surface smoothness, fold 
resistance, relative stiffness, tensil strength and surface 
toughness were inferior. O O O 

NOTE: 


ri 




Memorandum 


to Finzel dated 11/10/81 captioned 


I I jL-xiiz,cx uaLt:u J.X/XU/OJ. captl 

_ as above granted approval to submit 4^i^^gg.etter 


b6 

b7C 


Mr. Revell (Attn: 






1 Attn: 

kn r'~": ' 






ll.V 


: Icm / ( 9 ) 

MAIL ROOM 



//W 


tsas-sa 

m fJov 20 !9at 




■'Employee Suggestion 
FD-25?f(Rev. 9,41-59) 




From: (Suggester's name) 


Director, FBI 


SUGGESTION 


1 / 26/82 

Division of Assignment 

Suffalo 


^It is suggested that a rubber stamp be constructed x-.diich 
will provide, in blank foriii, space wherein could be noted auxiliary 
offices and their respective field office file nurabers. This stamp 
could be headed "Auxiliary Offices" and contain at least two columned 
rows headed "AO" and "Pile #." This stamped impression would then 
be placed on the inside jacket cover of each file as each case is 
opened when that office is office of origin. 


o 


Current practice or rule (Include manual citation as well as facts) 


Advantages of suggestion and annual savings (include basis for estimate) 


Innumerable times it is necessary v;hen dictating communi- 
cations to other field offices that time is v/as'ted flipping through 
files searching for a specific field office's file number. A concise, 
curren't listing of each field office and file number with whom 
investigative efforts are being shared would speed dictation and at 
the same time, facilitate the filing of serials. 


Disadvantages of suggestion 


None known. 


(The use by the United States of my suggestion shall not form the basis of a 
assigns upon the United States. I understand that I will be considered for at 
within two years after submission.) 


Recommendations and comments of Division Head 


jj/y 




1 believe this suggestion has merit inasmuctu as it would be a great 


* administrative aid as well as a considerable time 
Agent and clerical personnel. I feel il/L JL Jj 
this suggestion should receive f avo r abig y 

(D^'rSP'OT^e'in^iis'l'p'aPe^ ^or Bureau use only) ~A ' ^ SpeC laX 

W- Bureau ^ ^ 

2 - Buffalo > j?. Ir >' 

(1 ~ 66 - 1850 ) - 

(1 - Sl-vM 

RJP;lmw 


y r SigniSture and^Ule j / 

Special Agent in Cl/arg^ C 






FBI/DOJ 
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Addendum to Suggestion #124-82 from the Buffalo OfficeC 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD). (TBlV^P-. ■2./.11/-8.2.) 


It is proposed in attached suggestion # 124-82 from the 
Buffalo Office that a rubber stamp be constructed to facilitate 
recording auxiliary office and other field office file numbers on 
inside cover of field office file fronts. 

OBSERVATIONS ; 

The Manual of Administrative Operations and Procedures 
(MAOP) , Part II, 2-4.3 (5) and (6), Page 286, stipulates that the 
Bureau file number is to be recorded on. the top of the file' cover in 
the space provided, and that file numbers for auxiliary offices 
may be entered in long hand on the inside of the file cover in the 
right-hand corner. Accordingly, RMD is of the opinion that current 
instructions provide adequate means for recording file numbers 
as proposed in attached suggestion. However, since the Buffalo 
Office believes that the suggested procedure will enhance their 
operations, that office should be permitted to implement the 
proposed procedure. 

RECOMMENDATION : 

That attached suggestion not be adopted on a field-wide 
basis; however, since the Buffalo Office believes their proposal will 
improve their operation, it is recommended that they be permitted to 
implement the suggestion in their office only. 


APPROVSD: 

Adm.Ssrvs. 

Laboratory 


Crim. Inv. 

Cc'.n. 



O^f 

E:r. . : 


U P Ip. 

D't /(j-.’r.v. 

lri^r>2s!ion 

Tt.... 

Exao.AD-LES 

Intel!. 

Traaii.ia 




t 


I5arch 4, mm 


I i’-ecierai isiireau of i 
'Bijffalo, WewYorlc 

Dear! 


avestigatioa 


j :/• 


Thank you for your s^estioa that a rubber stamp be 
constructed to facilitate recordiag%5^Uiary office and other field office 
file numbers on the inside cover fife fronts, After a thorough evaluation of 

your proposal by the Secords Lian^emeht Division, It is their opinion tint 
tin I anual of Administrative Operations and Procedures, Part H, 

Jiectioa 3-4*3 (0) and (0), P^e 230, provides adeqphte instructions for 
recording file numbers; tl^refore, your idea is not being approved field- 
\?ide. liowever, they have no Objections to the Buffalo Division Impl^iaeatiiig 
this procedure if it will improve the operations in year office. , 

Please be assured of my appreciation for the interest you 
have expressed hi the Sa^estion Program, /my other ideas you may have 
will indeed be welcomed. 

Sincerely yours* 

^ f J y' ’ 

''I . i4i 


Oliver B. Revell 
Assistant Director 
Administrative Seryici 






, 1 -Af/ Administrative Service Dillon ^ 

■ ! mm /. / ^ 0 > /? 

- Buffalo (/ ‘A w ' f -rrr <_^.T3=i:s = 3 bs««« ^ 

ATTENTION SAC: It is noted tbat l | suggestion is not being approved 

fieldwide; however, the Records Management Division advised they have no 
objections to your office utilizing this procedure if it Is believed to improve the 

operations in your division. 

I - Field personnel file ■ — I— 

1 - Suggestion file i i — ^ 

k 1 - Personnel file of SAI ui -x •' y ■’ 

ERC?:gafsj.rt,(6) w(^&ggestion #124-82) c- j..‘ 

on/i»fr reasons for nonadootibn'gerfSrtlTin letter to suggester 




MAICllO 




EmploK^ Sugge^ion 
FD-25MRev.-;94 1-59)' 

* -4 />• 


< 


airector, FBI 


% 


From: (Suggester's name) 

saI 


3/25/82 

Division, of Assignment 

1 Jacksonville 


jacGEsyioN 

jU*'^ Eliminate recharging pending case serials which are 

charged out to the case agent. 

The current 60 day file review system determines if the 
case is receiving adequate investigative attention. If the reviewing 
supervisor feels the case should remain pending, it follows that the 
case agent, especially a resident agent, requires certain serials to 
properly conduct the investigation. Once the serials are charged out 
to the case agent, there should be n^ additional time spent in recharginc 
them. i ^ 



Current practice or rule (Include manual citation as well as facts) 

Serials have to be recharged every 60 days. 

MOAP Part 2, Section 2-4. 3. 4 (page 289) 

Advantages of suggestion and annual savings (include basis for estimate) The pUrpOSe Of the Charge OUt 

system is to have a record of the location of a serial not in the file. 

By eliminating the redundant practice of recharging what is already pro- 
perly charged out, a savings in agent time spent in preparing the 
recharge slips is realized. In addition, the time spent by file clerks 
in sorting the recharge slips, insuring they correspond to what appears 
on the previous chafcge out slips, removing the old charge out slip and/ ' 
filing the new one would also be eliminated. Annual savings would be 
approximately six Special Agent hours a year, multiplied by the number-'""' 
of agents in the field who are currently required to recharge serials. 

The basis for this estimate, is it takes the suggesting agent approxi- 
mately one hour to recharge serials and under the current guide^nes^^ 2 > , 

Sg^:ei;;done six times a year . 

Serials may be retained longer than necessary, however, this also 
occurs under the present system when a decision to return or :3S2 

a serial is usually resolved by recharging it. 7% 


(The use by the United States of my suggestion shall not form the b 
assigns upon the United States, I understand that I will be conside 
within two years after submission.} 

E3m.. 


Recommendations and comments of Division Head 


See additional page 


y heirs, or 
ion is.,ftdprated 




Qt ou5yg^ster ^ ^ 


' 1 - 


(Do mot write in this space - for Bureau use only) 




..'mV } .i 


Signature and Title 


Lawrence G. Lawler 
Special Agent in Charge 


fbi/doj 




This suggestion was discussed with the supervisory 
staff of this office and all are in agreement that it should 
be adopted. The field is under a requirement to conduct 
file reviews every 120 days. Many offices, Jacksonville 
included, conduct 60 day file reviews. Any problem with serial 
charge out can be handled during the file review. 

The only purpose for recharging serials is to cause 
the Agent to review those serials which he has in his possession 
to determine if they can be returned. Their return is apparently 
desirable in the event someone else needs to gather information 
from the file. In the majority of instances, a second copy 
of the serial will exist in the file allowing the information 
to be obtained while the Agent still has his/her copy of the 
seri al . 


The amount of time it takes for a rotor clerk to 
complete the recharging is not justified when compared with the 
benefits. The amount of time and irritation for the Agent is 
also counter-productive. 
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Suggestion #231-82 from the Jacksonville Office 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (T: 


^:lcni - 4/16/82) 


By attached suggestion #231-82 the Jacksonville (JK) 
Office is proposing that the requirement to recharge serials be 
eliminated. 


OBSERVATIONS ; 

It is the opinion of RMD that current regulations provide 
for an indefinite retention of serials for personnel having a need 
for same, and simultaneously provides scxne semblance of control 
over such matters. It is believed that the present sixty day recharge 
rule is a sound Records Management approach to controlling an account- 
ing for record material in that it requires periodic certification that 
an employee is indeed in possession and/or has knowledge of the 
whereabouts of documents charged to them. At the same time, this 
procedure serves to alert employees to the fact that they may no 
longer have a real need for such material and that it should be 
returned to file. To liberalize the charge out rule as suggested 
would substantially weaken controls presently provided by current 
regulations. There is no reason to believe the present recharge 
rule imposes any undue burden on anyone, particularly in view of 
the simple mechanics of accomplishing the recharge function. It 
is believed that the advantages of the periodic recharge rule far 
outweigh the lack of control and accountability that would likely be 
experienced by extending the charge out rule to an indefinite period. 
RMD therefore believes that the sixty day charge out rule should 
continue in effect and that suggestion should not be considered for 
adoption. 


RECOMMENDATION : 


Recommend suggestion not be adopted. 


APPROVED; 

Dlr.-'Oi’ ' .. 

D-.ec. 

Ecsc. AD-LES 


Adm.Servs., 
Ct: 'nv. _ 

li'.sp2ct:Dn_ 
Intcll 


Laboratory 


Legal Coun. . 

or ''tOrog 


n-:? 




Tech Sert/s.. 
Training 



23, 1982 
PERSOHAIi 


b 

-j 


b6 

b7C 


aetxerBi Bureau of lavestigatloa 
JacfefionviUe, HoritJa 


ji^ar 



Timnk you for yoiir.S3ggestloaH^eltoipa|p 
pendtoff case serials which are chargeCiS Jo Jfeel caaifSsesi:. 

Becords h^anageiGeat Division, it is their 
opinion &at the current regulations provide for an indefinite retention 
of serials for personnel having a need for same, and simultaneously 
provide some semblance of control over such matters. It is believed 
that the present recharge rule is a sound Becords Management approach 
to controlling and accounting for record material in that it requires 
periodic certification that an employee is indeed in possession and/or 
has knowledge of the whereabouts of documents charged to him or her. 
Therefore, your proposal is not being approved. 

Altiiough positive action was not taken in this instance, the 
interest and initiative you exhibited by subMtting this idea are appreciated. 



ca 

u. 


e*a 

e© 

05 

CO 

03 

cx: 

a. 

isE 


Exbc ad Iny. 

Exsc AD LES 

Aist. Dir.: 

Ad m. Servs. 

Crim. Inv. — 
tdani. 
tnsp. 

Intel! 

Lab. 



Sincerity 

0- 





BAMecEasKU t2SSEi-Jst*-' 


Oliver B. Bevel! 

Assistant Director 
Administrative Services Division 


APR 26 1982 



- Jacksonville 
1 - Field personnel file 
1 - aiggestiomfile 


Legal Coun. 

Off. Ceng. & 
Public Affs. 

Rec* Mgj 
Techi 
Training 

Telephone Rm. 

Director's Sec'y 


, Personnel file of 

( 6 ) 

ng i I < _ \ 


«*«!iOVSO: ■ 

Director 

Exsc. AD-ASm._ 

S . »«a .... < .D.lflv. 

l-tES _ 



(Suggestion #231-82) 


Acfm.8sfvs, 
Crim. Inv. 

Idanl. 

trcpccHan 
Inleil. 

Continued 


Loss} Coun. 
Rss. f.Tsnt. 
Tocii. Ssrva.! 

‘...iring 

C.'. t tOa. 
Vli*ic /\uS. 


MAIL ROI 








(Ihy^ 


3GEST10N 


From: (Sugqester's name) 


6”23”82 


Division of Assignment 

PHOENIX 


It is suggested the FO 245 ( file front) be reused. By appling 
a piece of brown paper tape over the old file number and a piece 
over the asbigned agents area the file front can be reused. The 
size of tape need not be any larger than 3*'x6" which is standard 
mail room size. This operation would not only save actual piece 
casts, but also cost & time ordering new fronts, and time & expense 
in disposing of old fronts in a confidential manner. It is 
estimated at least 757. of fronts can be reused. 

(see attached sample) 

h//€S 

Current practice or rule (Include manual citation as well as facts) 

Current practice is to dispose front after just one use after 
ease is destroyed or consolidated. 


Advantages of suggestion and annual savings (Include basis for estimate) ' 

1. Time & money in ordering new fronts, both in the field and at HQ 

2, Cost; the cost of new fronts is app. .10<? each 

the cost of the above program is. app. .0030 for each fron 
or app. 3000% savings just on one piece. 

If an office was to reuse 500 fronts a month, the cost 
breakdown would be as follows? New fronts $ 50.00^' * 

Reused fronts $ 1,50 [/' 

Baed on the above figures for one year Bureau widej the 'v/V; 
savings would reach $ 3 ^ 5 338. 00, .J 


Disadvantages of suggestion 


None foreseen 


(The use by the United States of my suggestion shall not form the basis of a 
assigns upon the United States. I understand that I will‘''be considered for a: 
within two years after submission.) 

P'Mr. □ Mrs. CZImiss 


Recommendations and comments of Division Head 


Suggestion has merit. 
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RE; Addendum to suggestion 370-82 from the Phoenix Office>^ 
ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (T^^dv 7/9/82) 


It is proposed in attached suggestion #370-82 from the 
Phoenix Office that when files are destroyed or consolidated that 
the file fronts be retained and reused. Suggester proposes that 
brown masking tape be placed over the file number, date, and name 
of employee to whan case was assigned (see sample attached to 
suggestion), thereby permitting new data to be written on the file 
front. Suggester indicated that file fronts cost approximately 
ten cents each, therefore a substantial savings would be realized. 


OBSERVATIONS ; 

RMD does not agree with suggestion inasmuch as it is 
believed that the cost of tape and employee time to perform the 
masking function will offset any meaningful savings. Additionally, 
normal wear and tear will preclude the reuse of many of the file 
fronts, further diminishing any potential savings. Contact with 
the Administrative Services Division reveals that the cost of file 
fronts is approximately seven cents each as opposed to ten cents 
each indicated by suggestion. Also, as will be noted from sample 
file front submitted with suggestion, masking out the old information 
will partially obliterate other preprinted information. In view 
of above, RMD is of the opinion that no substantial benefit will be 
realized by reusing file fronts as proposed in this suggestion; 
therefore, it is belived that suggestion should not be favorably 
considered for adoption. 


RECOMMENDATION ; 

Recommend that suggestion should not be adopted. 


APPROVED; Adm.Servs., 

Crim. Inv. 

C''''.:" ... ; 

t . - 
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Legal Coun. 
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6/18/82 


Director, FBI 
All Legal Attaches 
LEQAT files RECORDS 


With the exception^ jDf the Mexico City Office, no Legat 

off ice util ij^S^a^xeprintei ^^l ^^ .f ront to acconunodate ' “• 

_J.^®es^Siitive and‘^^afe%rfilr^rive~r^ . Legat offices utilize 

plain brown colored file fronts for this purpose. 




For security reasons and the prohibition of file , 
destructio.n, it has been* necessary for several Legat offices' to 
forward a portion of their records holdings to FBIHQ for dead 
storage. Since the file covers containing these records stored 
at FBIHQ bear no identification of the Legat office to which they 
pertain, it has been necessary to mark these file covers when 
removed from dead storage and routed within FBIHQ. In addition, 
the proposed retention plan and disposition schedules developed 
by the FBI and the National Archives and Records Service (NARS), 
which are presently being considered by the U.S. District Court, 
Washington, D. C., stipulate that certain Legat investigative 
records must be retained permanently for eventual transfer to 
NARS. These files will be forwarded to FBIHQ for storage, prior 
to being transferred to NARS after a 50-year period from the time 
the case was closed. Based on the foregoing, a unique colored 
file front is being designed at FBIHQ for use by all Legat 
^"irffices. This file coyer' will not contain the U.S. Department of 
*~‘r .justice or FBI logo., but will simply contain the notation "Legat 
rHile" with a space provided to enter the particular Legat 
r clffice’'s telegraphic abbreviation., .. ’ / 




H The foregoing is for your informarlo''n. Forward any 

ll; ( suggestions or observations you may have concerning the development 

i ■ T ^® 9 at offices to FBIHQ, attention 

I Records Systems Section, Records Management Division. 

*'^’*^"'*^'~”''M)TE : Legats are being advised of the design and development of 

I a uniquely colored file front for use by Legat offices. Legats are 

invited to offer any comment, observation or suggestion concerning 
the design and development of Legat fil e fronts by FB IHQ. 
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July 19, Xm 
FEESONAL 


bo 

b7C 


i? ederai jEiareau of iavestigatios 
Faoanix, Arizona 


(Q 


Bear 



IMak yon for yoor^ 
files arc destroyed or con^ 


stiffi 



or.m_FB- 24 S foe roused w hen 
proposal ms tlioroagiily eval- 


dated. Yc 

nafced by the Hecords Management Division and' it was determined that it 
should not be approved. It is believed that the cost of tape and employee 
time to perform the masking function will offset any meaningful savings. 
Additionally, normal wear and tear will preclude the reuse of many of the 
file fronts. It is noted that masking oat the old iirtornmtion v/iU partially 
obliterate other preprinted informatian. — ' 

I want you to know that, although positive action was not taken in ^ 
this instance, any other contributions you make to the Suggestion Program 




will indeed be welcomed. 





Sincerely yours 




Exqc ad Adm. . 
Exec AD Inv. ^ 
Exec AD LES ^ 
Asst. Dir.: 

Adm. Servs. _ 
Crim. Inv. 
idant. ■ ■ ■ ■ 
Insp. 


Phoenix 

1 - Suggestion file 
I - Field nersonnel file 


Clyde Groover, JTr 
Assistant Director 
Administrative Services 

APPROVED: Adm. Ssrvs. 
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Director 
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Suggestion #307-82 

"IlfOTE: Suggestion and reasons for nonadoption set forth in letter 

Views attached. 


U 9 .IC.O ..40 suggester and detailed addendum of RMD. 
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Employee Suggestion 
F|)-252 (Rev. 9-1,1-59) 


10/28/82 


Division of Assignment 


fiqptor, FBI 


JESTION 


numbers on FD-245s (file fronts) be color codec! 
fieldwxde to denote: Security - Red 

Personnel - Green 


Current practice or rule (Include manual citation as well as facts) \ \ 

ssISS^-* Tl' 283 (TS material to be maintained in' safe/vault) 

siiOAUi'. Fart II, Z-g.2.1l4J, pg. 285 (personnel files to be fc'ept under lock 

and key under SAC's supervision) 

Advantages of suggestion and annual savings (Include basis for estimate) 

Enables supervisory and support personnel to route files, insuring 
they are afforded the proper security and quickly flagging 
those instances wherein these files have been misrouted. 

^nual savings may not be measured in monetary value. 
(Administrative files are already differentiated by use of 
"ADM" in lower right corner with black stamp per 
MAOPi Part II, 2-4.2. 1 (2), pg. 283) 





Disadvantages of suggestion Will requirc manual Tevisions . 


(The use by the United States of my suggestion shall not form the 
assigns upon the United States. I understand that I will be conslc 
within two years after submission.) 

□ r 'j f " ■'! 

Mr. L_2aMrs. I I k 



Recommendations and comments of Division Head I WOuld SUppOrt ’hiny meaSUre Which WOUld 

assist iriAthe proper handling and security for the various FBI files - 
informants,/ administrative, personnel & ijTy-estiqatij;;^. Th^ change to 
^iT©©n. fxX© 3D0.c!ki& ^foir xrijEoiriti3.iit £xX 0 S ^ 

has been a certairp^improvement , and i^arge 





FD-252, Employee Suggestion 

Recoiranendations and comments of Division Head 
(Continued) 


perhaps this employee's suggestion would enhance the handling 
of other types of files. I recommend this suggestion be 
reviewed by Records Management Division. 
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RE; SUGGESTION #17-83, FROM SALT LAKE CITY OFFICE^ 
ADDENDUM OF RECORDS MANAGEMENT DIVISION (RMD) (T^;ve 11/4/82) 


It is proposed in attached suggestion #17-83 from the 
Salt Lake City Office that the classification and file number 
placed on Form FD-245 (Pile Front) be color coded to facilitate 
routing and handling security and personnel files in the 
field. Suggestor proposes using red lettering for security 
files and green for personnel files. 

OBSERVATIONS ; 

Currently field offices use the same color (brown) 
file front. Form FD-245, and back for all investigative, 
administrative and personnel files, except informant files 
which are green in color. Legats use blue file fronts and 
backs. In the field the green file front and back aids 
in routing and segregating informant files from other files. 

The blue file front and back used by Legats precludes Legat 
files from becoming intermingled with FBIHQ files when it 
becomes necessary, for security reasons, for Legats to forward 
files to FBIHQ for storage. The uniquely colored file front 
and back has worked extremely well in both aforementioned 
situations. Accordingly, it is believed that the concept 
setforth in attached suggestions has merit and should be 
considered for adoption. However, instead of using different 
colored pens to place file numbers on file fronts in the field, 
RMD believes that it would be far more practical and beneficial 
if the entire file front and back was of a unique color. 

RMD, therefore, proposes that the file front. Form FD-245, 
and back be printed in two additional colors, 1) red for 
security files and 2) white for personnel files, and assigned 
forms numbers PD-245C and FD-245D respectively. The field 
will continue to use the brown file front and back for 
all files other than security, personnel and informant files. 

RECOMMENDATIONS ; 

1. Recommend suggestion be adopted as modified by RMD. 


; V, - ; 

- 3 - 




2. That the field continue to use the green file 
front. Form FD-245A, and back for informant files and 
the brown file front, PD-245, and back for all other files 
except security and personnel files. 


3. That red file fronts and backs be obtained 
for use by the field to identify security files, and white 
file fronts and backs to identify personnel files. 

AFPRC-V2D: — — • 

1 . '■"-’VI 




4. If ‘‘recommendations 1, 2, and 3 are approved, it 
is recommended that the red and white file fronts be assigned 
form numbers FD-245C and FD-245D respectively. 


5. If recommendations 1 thru 4 are approved, 
it is recommended that the Administrative Services Division 
arrange to acquire and place in stock a supply of the red 
and white file fron,^.s,^|.n,d backs^n > 


■ L,;:.; '-I’' . „ - ^ - — 

6. If recommendations 1 thru 5 are approved, 
it is recommended that RMD be advised and an appropriate 
communication will be prepared and directed to the field 
advising them of this change. 

APFnCVED: 
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ADDENDUM: PROPERTY PROCUREMENT AND MANAGEMENT SECTJON (PPMS) 

ADMINISTRATIVE SERVICES DIVISION (ASP), PRC : dlSji/,/ll-r7-82 


Re Suggestion #17-'83, from Salt Lake City Division. 


It is proposed in attached Suggestion #17-83 that the 
classification and file number placed on Form FD-245 (file front) 
be color coded to facilitate routing and handling security and 
personnel files in the field. 


The PPMS, ASD, concurs with the Records Management 
Division's (RMD) addendum, that it would be more practical if 
the entire file front and back was of a unique color instead of 
using different colored ink when putting file numbers on file 
fronts. 


RECOMMENDATIONS : 
by the RMD. 


(1) That this suggestion be adopted as amended 






(2) That approval be granted PPMS to order an initial 
supply and add to FBIHQ stock a supply of the red and white file 
fronts and backs when the suggestion^ is approved. 
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2. - Salt I^e City 
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1 - Field^rsQii^l file 

1 •T Records Management^ydsion (For Appropriate Actioa) 

1 - Property Procurement and Management Section^ ASD (For Ts^pfopmle^ScSon) 
1 - Forms and Repo rts Management De sk (For Appropriate Action) 
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(Continued - Over) 
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NOTE: Suggestion set forth in letter to suggester. RMD recommends 
adoption of modified version of suggestion and Property Procurement 
and Management Section, ASD, concurs with RMD recommendations. 
Therefore, upon approval, suggester being advised a modified version 
of her proposal is being approved and authorization granted the Records 
Management Division in coordination with the Property Procurement and 
Management Section, ASD, and Forms and Reports Management Desk to 
take appropriate action. Views attached. 
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To 


From 


■/f 


Director, FBI 
SAC , Sacramento 


Subject : 


SUGGESTION MATTER 


Date 2/2/83 


Reference is made to Bureau FD-245 (revised 1/21/80) . 

Above referenced form is the standard file cover for 
individual FBI cases. Appearing on this form is th&j admonition, 
"Material Must Not Be Removed From Or Added To This^ile-T" 

Administrative procedures for removal of 
FBI files is accomplished through submission of FD-5 
Chargeout) and the preclusion of adding anything to 
would seem to be counterproductive to our mission a 
gative agency. 

It is therefore suggested that c 
to abolishing the above quoted admonition. 
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(Copies to Offices Checked) 



TO: SAC, 
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D ASAC. New Rochelle (MRA) 

D ASAC, BrookJyn-Queens (MRA) 


6-3-83 


RE: FORMS FD-245C, FII*E FRONTS, BACKS (SScURITY) 

FD-245d, FILE FRONTS, BACKS (PERSONNEL) 
FBI FORM BOOK 


Retention For appropriate 
C For information □ opfional s action 


□ Surep, by 


O The ^closed Is for your information. If used in a future report, D conceal all sources, 
lZ paraphrase contents. 

O Enclosed are corrected pages from report of SA 

dated 

Remarks: Re SAC Memorandum 48-82 (A) 12/21/82, 

MANAGEMENT OF FILES - RED FILE FRONT, 

FD-245C AND BACK; WHITE FILE FRONT, FORM FD-245d, 

AND BACK.” Also refer to Manual of Admlnstratlve 
Operations and Procedures (MAOP) , Part II, 

Section 2, 2—4, Page 281, concerning captioned 
forms. Supplies of File Fronts and Backs enclosed. 

Additional copies of the forms are on order 
please note that it will be 60 to 90 days before 
they will be available; set a tickler accordingly 
and, if your office requires a greater quantity than 
enclosed copies, submit your request on FD-218 at 
t^e expiration of the 60-90 days motioned abov^be 

Bufiie Place a copy of each of the fori^s^JjLLthe_b7c 
FBI Form Book. ^ 

Forms Manag^aent 
Administrative Servic 
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Fl>245a(» 0-1D ' 7Q) 
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See also Nos. 








FEDiRAL BUREAU 
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Tr^f^ * Call 

li$e Care in Handling title File 






ClASSIRCATlON NO. 







PRINTED EORM FD-ai5.d 

1. g». 0^jjartttipitt flf luatir? 


FEDERAL BUREAU 

of 

INVESTIGATION 

Bureau File Number 
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See also Nos. 




Volume Number 
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Memorandum 


To : Mr . Monroe 



Subject: SUGGESTION MATTER 



2/18/83 


IK " 


Exac AD Adm 

Ex*e AD inv 

Ex«e AD LES . 

Adm. Servs. r^!!!l 


Idant. 

Intsll 

Loboratpry 

Legal Coun. 

Plan.& Insp....^ 

.Ree. Mgnt. ^ 

/Tech. Serve. __ 

Training 

OfI.efCeng. 

& Public Affs,_ 

Telephone Rm. 

Director** See'y. 


PURPOSE: 


Re Sacramento letter 2/2/83 captioned as above. 

"'r / - 


To provide RMD's response to relet suggesting that the 
statement _!!. Mat ex la-l~mus-t--net~.b.e--.r.emoved from or added to this 
f ile l' be removed fron^orm FD-245 ( f' i le ~f r’ dn€T^ ~~ 

RECOMMENDATION: ^ 


That Sacramento's suggestion be adopted and that the 
aforementioned statement be deleted from the FD-245 at time of 
next printing. 


APPROVED; 

Wreotor 

Dsco-AD-AIti., 
Exee.AD-Irw. . 
exeo.AD-LES . 


Adm. Serva.. 
Cr.",!. ir.v. 


Laboratory 

Coiin. 

C'" ^'Ccn*’». 

wP- -AKs. / 

Tcah. S.er.a. I 

Training. \ 


DETAILS; 


The Sacramento Office has proposed that the statement 
"material must not be removed from or added to this file" be 
removed from Form FD-245 (file front) . RMD concurs with the 
suggestion inasmuch as the statement serves no useful purpose 
and, in fact, is contrary to policy and practices which address 
filing and serial charge-out procedures. Therefore, the above 
statement should be removed at such time Form FD-245 is next printed. 

1 “ Mr. Groover (Attn: Forms and Reports Management Desk) 

1 - Mr. Monroe 

1 - I 

TBD;dJ..s--(5) OE-126 ^ 
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"'ploylfc Suggelstion 
FD-252^6v. a-1 1-59) 




Date 

b 

From; fSiiffrrft-«gter*g; nt-rmeV Division, of Assignment 

Director, FBI Records Management 

SUGGESTION j_g Suggested that the identity of the subject of an 
informant or other sensitive file should not be given whe n reque sting 
the file by telephone to the file request unit, extension I of the 

■lecords Mana gement Division. Present procedures for requesting files 

Dn extension is to include the subject. It is conceivable t hat 

lostile forces can monitor in-house calls, particularly extension 
and thereby obtain the identity of informants and become aware of 
investigations into their activities. It is therefore recommended that: 

1) appropriate Divisions determine which file categories are sensitive 
enough to require special handling when requesting the file by telephone; 

2) all personnel be advised of the designated file categories in which 
the subject of the file is not to be given over the telephone; and 

3) personnel answering extension 3421 be instructed not to request the 


Current practice or rule (Include manual citation as well as facts) 

Mo policy exists with the exception of instructions to not discuss 
classified information on the telephone. 

Advantages ol suggestion and annual savings (Include basis for estimate) 

The obvious advantage is the additional security and reduced risk of 
compromise of informants and sensitive investigations . 


Discrdvantages of suggestion 


NONE 


(The use by the United States of my suggestion shall not form the bari 
assigns upon the UnttodvStates. I understand that I will be consldere 
within two years after submission.) 

EDmi. EUDhlrs. I I mIk! 

Recommendations and comments of Division Head 


SEE ADDENDUM OF RMD PAGE TWO 
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ADDENDUM: 


RECORDS MANAGEMENT DIVISION 


(A:tdp 4/18/83 


The suggester assumes that j I has been penetrated 
by hostile services. Modern technology is probably available 
to pinpoint this extension but this would be true of every 
extension in FBIHQ. 

The format for file charge outs over x | [ does 
contain space for the subject name and/or identity upon 
request. The subject name need not be given at the time of 
request; however ^ when files are pulled by file number from 
the cabinet space, the name or subject identity is used to 
assure the correct file is being sent to the requester. 

If the suggester is referring to the classification 
number of the file as "file category," it is pointed out that 
all classification numbers are printed in the Federal Register, 
therefore, some classification numbers would be considered 
sensitive, e.g., 100s, 105s and others related to FCI work. 

The Special File Room (SFR) has become the principal 
repository of informant and sensitive files and we have, 
for several years, spent excessive manpower and resources 
to alter methods of handling such material in a manner whereby 
the security of the file is maintained. To create any separate 
list of sensitive files would be a far more dangerous threat 
to the security of the files since the lists would change 
constantly and would themselves have to be classified for 
protection. 

Employees on ]do not know when a file requested 

is sensitive until all entries are made and it is indicated 
as permanently charged out. When such files are requested, 
the printout in SFR does not identify the subject. 

The suggestion, while placing emphasis on security 
and reduced risk of compromise of informants and sensitive 
investigations, would be burdensome, unrealistic and more 
dangerous because all employees would have to know which 
files were termed "sensitive," for whatever reason, be it 
informant or classified material. 


AFPaOVEQ: 
K?eotor 


Adm.Ssrvs.. 
Crim. Inv. _ 

ldant> 

Ifisp8ctioa_ 
tnte’.!. 


1.02''.! Ovn. 

~ o;f.ciCor.s, 

& PUti'.t 
_ rfs. f,:-: -i. 


tr tr 


^9' 
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Escisrai" Eiasssil or investigation 

Washington, D* C. 


^ ft e /2T ^ 

^ •w.wiwS’' 


b6 

b7C 


Dear 


^ I have receive(l yotir suggestion that the^ ^txdeatitv of 

tke^l sub ^ iect^^pf^.. fil e nnt be gi^n %'hen tel(^^K^oal|jL 

rMuestiy g'.’th aJxd'.X" thaalc 'ybli for fufiSr€'€3!Sg'^it 

You may he interested to know that the subject name need not be 
given at the time of the .request; when files are pulled by file 
number from the cabinet space, the name or subject identity is 
used to ensure the correct file is being sent to the requester. 
The employees taking these telephonic file requests do not know 
that a file requested is ^sensitive until all entries are made 
and it is indicated perm^ently charged out. Furthermore, when 
such files are requestedjis, the printout in the Special File Room, 
the principal repository ^of informant and sensitive files, does 
not Identify the subject,^ Therefore, it is the opinion of the 
Records Services Section*^ Records Management Division, that to 
create any separate list, of sensitive files would be a far more 
dangerous threat to the security of the files since the lists 
"would change constantly ^nd would themselves be classified for 
protection. Consequently, your 

josit^v 


Although positive action 

pgfekse be assured tliat X ^appreciate your interest in improving 
Bureau operations , and X jwill certainly welcome any future—- 
propositions you may submit. 




Exbc ad Adm. 
Exae AD Inv. _ 
Exsc AD LES . 
Asst. Dtr.: 
Adm. Servs. , 
Crim. Inv. _ 
(dent. ^ 
Insp. 


Sincerely yours, W 

4-. 


L. Clydc^roover , Jr. 

Assistant Director 
Administrative Services Division 
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Employee Suggestion 
FD-252 (Rev. 9-l.t-59) 


Jireotor, FBI 


'L/-T3, 


From: (Suggester's name) 


4 / 8/83 

Division of Assignment 


Utilize the backside of- the file jackets cover for a 
"face sheet". This would be retained on the last volume of 
a case, and would give ready access to hll descriptive data. 

It could be held in place with any easily used method, like 
a staple . * 


Current practice or rule (Include manual citation as well as facts) 

The backside of the file jacket is not used at all, and there is 
no one readily located place for descriptive data. 


Advantages of suggestion and annual savings (include basis for estimate) 

Save time in locating the information, that is needed from time-to- 
time,as well as assure that all pertinent information is secured. 


Disadvantages of suggestion 

None . 


(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, ray heirs, or 

assigns upon the United States. 1 understand that I will be considered for .... suggestion is adopted 

within two years after submission.) 

QMr. aMrs. OmIss - 

of Suggester 


Recommendations and comments of Division Head 

A specific location for the description of subjects, especially in 

fugitive matters, would be of benefit in many 

this suggestion be given further cons ider at ion,/^^^^ 

1 .,'-1. . ] I / Signature 


(Do not write in this spate*- for Buredd us^ only) 


FBl/DOJ 





Addendum to Suggestion No. 161-83 from the Seattle Office , 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (CS^ls 4/29/83) 

It is proposed in attached suggestion no. 161-83 from 
the Seattle Office that the reverse side of the file front be 
utilized as a fact sheet. This would be retained on the last 
volume of the file and would give ready access to all descriptive 
data. Suggester is of the opinion that the reverse side of the 
file front is not utilized and there is no readily located place 
for the descriptive data. 

OBSERVATIONS ; 

Current instructions contained in the Manual of 
Administrative Operations and Procedures (MAOP) , Part II, Section 
2-4.3 (6), Page 286, permits the recording of auxiliary office and 
other file numbers on the inside of the file cover. Also, MAOP, 
Part II, Section 2-4. 3. 5 (2) , Page 290, stipulates that files in 
all classifications should be consolidated within six months after 
being closed or referred upon completion to the office of origin 
which would result inthe file cover containing the descriptive 
data being destroyed. 

The collection of descriptive information, as suggested, 
would be a tremendous duplication of effort since such information, 
if known, is readily available in pertinent doucments within the 
case file. Additionally, in multiple subject cases, the suggested 
process would be extremely cumbersome, thereby destroying any 
benefits that may exist. Accordingly, RMD is of the opinion that 
the suggestion should not be adopted. 

RECOMMENDATION ; 

Suggestion not be adopted. 


APPROVED: 


■- 

/ ' 3-4 . 

Eseo. AD-LCS 


Adm. S3r%-s., 


Lcboratory__ 

' : -.-I Cc::ri. 
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iiay 10, 1983 
PERSOim 


Federal Bureau of Investigation 
Seattle, Washington 

Dear 


I have learned of year pxppo$^^mtp . utilize . the 
hacltsia%ja£.ilie^fi4eJ.ackefcs. cover "for' a|”fac^sh;eet.‘’ and 
retained on the last volmae'^F^^case vliics.' wduIS^ive ready 
access to all desoriptive data* Ton 3iay foe interested to know 
that yonr idea was referred to the Records Manageiaent Division 
for review and they noted that current instructions contained 
in the Itonual of AdministJ^ative Operations and Procedures (I'l&OP) , 
Part II, Section 2“4.3(6), Page 286, permits the recording of 
auxiliary office and other file numbers on the inside of the 
file cover* Also, HAOP, Part II, Section 2~4*3.5(2) , Page 290, 
stipulates that files in all classifications should be consol- 
idated within sir; months -after being closed or referred, upon 
completion, to the office of origin which would result in the 
file cover containing the descriptive data being destroyed, 
therefore, your proposal is not being approved since it is be- /. 
liovsd it would bo a duplication of effort. 

Ton certainly can be assured that, although positive 
action was not taken in this instance, I was gratified, by the 
effort and initiative you displayed by submitting it to me* 

I hope that you will continue to furnish any other ideas you 
may have in the future. -r'-i-ov 1 / J/ 1 



DE=-X37i - Jj ly 
sincerely yours , 


'fo. Clyde Isroover, Jr, 
Assistant Director 
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Administrative Services 


l"” - SuggestiSh £l,le ^ 

1 - Field persoiihel file 


.ft'fWjavsD: 


* • Mra.Senss,. 
Crim. Inv 


Personnel file of| 
(7) 


1 file ffirsAtor 

Eseo.AD^Adm. 

E)49c. AD-Irs;. 

Sug£re.sM-OH~-fi6d"^ 3 , Ss sa. AD-lES 

(Continued Over) 


tdont. 

Inspactki'n. 










NOTE: Suggestion set forth in letter to suggeSter and reasons 

for nonadoption set forth in addendum of RMD. Views attached. 



‘Suggest4dh i 
9 - 11 - 59 ) 




T,6: 

/ Director, FBI 


From; (Suggester's name) 


5/2/83 

Division of Assignment 

Louisville 


SUGGESTION 


It is suggested that a listing of the names of all field 
divisions be shown on the left hand side on FD-245 (file 
front) with lines beside each name to allow enough space for 
their respective file numbers (classification, alpha, and 
number) to be shown in order for these file numbers to 
be readily available. Example attached. 




Current practice or rule (include manual Citation as well as facts) dOBS liOt Currently have 

space for listing file nuitibers of field divisions. There is ^ 
.only space available for the Bureau file number .y, ) C J 

Advantages of suggestion and annual savings (include bas,is for estimate) ' ~ f ^ 

Advantages of txme saved by 

elimination of searching the file and checking each serial in the file 
for other field division (s) file number (s) in order to indicate these 
file numbers on communications, particularly if the file is voluminous, 
has been pending for a lengthy period of time, and numerous offices are 
involved in the investigation. If the file number of the field division 
is shown on their incoming communication, time will be saved by the 
elimination of the need to search the communication by the receiving 
office and the possibility of a missearch. If the case Agents needs to 
set out a lead for a particular field office and this office had a file 
number indicated on the PD-245, this would indicate this office was or 
at one time had conducted investigation regarding this case and would 

Disadvantages of suggestion (COntinUed On page tWO ) _ 


None known. 




(The use by the United States of my suggestion shall not form the b a ai-° a a , l„ra„i„m af am. , , n a tu re by me, my heirs, or 

assigns upon the United States. I understand that I will be consldere y If my suggestion Is adopted 

Within two years after submission.) 

I |„, I IxImiss^ ^office '^Services Manaaer-Communic c 

Signature and Title of Suggester 

Recommendations and comments of Division Head 

Suqcrestion by Louisville employee certainly appears to ' 

have merit and should be considered for approval by the Bureau. v 

f j Signature and Tit/e ^ Jn 

•- 7 ;:: — :: rr:— ^ H , Yexvlira tun , skc F 


(Do not write in this space - for Bureau use only) 


C . ^ 










a /L. 


FBI/DOJ 
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Advantages of suggestion and annual savings 
(continued) 


eliminate the need for the case Agent to review the file to 
determine the need to send background information to the office 
covering the lead. Annual savings cannot be estimated by 
suggester, but considerable time would be saved by Agent, 
clerical, and stenographic employees if this suggestion 
was adopted. 








Addendum to Suggestion No. 174-83 from the Louisville (LS) Office 

(%'PL 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (CSMijls 5/13/83) 

It is proposed in attached suggestion no. 174-83 from 
the LS Office that a listing of the names of all field divisions 
and their file numbers be shown on the left hand side of the 
FD-245 (file front) . 

OBSERVATIONS ; 

Current instructions contained in the Manual of 
Administrative Operations and Procedures (MAOP) , Part II/ 

Section 2-4. 3 (6), page 286, permit the recording of auxiliary 
office and other file numbers on the inside of the FD-245. RMD 
is of the opinion that current policy and procedures provide 
an adequate means of identifying an auxiliary office file number, 
which is what would be of interest to the office of origin. 

RECOMMENDATION : 

Recommend suggestion not be adopted. 


APPROVED; 



tXGC. Aj ' •" 

EXCO.AD-LES 


A’irr^ Gsi'vs... Laboratory ^ 



iiit-ii. 
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MAILED 16 


. '*k 
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lla.Y 20, 1983 
PESSOIIM. 


t-eaexa.JL Bureau of Investigation 
loaisville, Kent-tJ^w ' 


Desir 




1 have hem advised of yoar . proposal ,that-...a^ llafcip.q 
. of fha jaggge s^ of . a IlJ ^jgf§ld, v 0 ^ioa s ,aad .idieix SCTgZS.^^ 
sho rn . on After a careful review 

of your proposal by the Records Mauageraeut Division, it has 
bees determined that it should not h& approved* It is noted 
that current instruction^ in the Manual of Administrative 
Operations and Procedures., Part II, Section 2-4, 3 (6) , page 286, 
permit the recording of auxiliary office and other file numbers 
on the inside of this form, 'therefore , it is believed that 
current policy and procedures provide an adequate means of 
identifying an- auxiliary .office file nurijer. 

It is hoped that, although positive action was not 
tahen with regard to this, proposition, you will continue to 
give us the benefit of any others you may have in the future. 



S^cerely yours, 

cr 0 




Exec AD Adm. — 

Exec AD Inv 

Exec AD LES 
Asst, Dfr.: 

Adm, Servs. -~i 

Crlm. Inv, 

Ident, ■ ■ ■ ■ — - 

Insp. 

intell. ■ 

l>ab. 

Legal Coun. 
Off. Cong, & 
Public Affs. . 
Ree, Mgnt 
Tech. Servs. - 


Tolophono^!^! 


Louisville - Enclosures 
1 - Suggestion file 
1 - Field personnel file" 


L, Clydel^roover , dr, // 

Assistant Director 
Administrative Services Division 




1 - Pxeld personnel frle-"^ > feraotbr I J 

: p^c.AD.Adm. 

"1 Personnel file of Exs;c.AtWw. hispsctico csSf. cs Cans. 

(6) Suggesti on #174-8k^^g .A!>iJS 

-NOTE: Suggestion and reasorTs for" nonadoption set forth in letter ^ 

"to suggester and addendum of RMD, Views attached. w.:.-- f-—' 
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^rovictoti to the GovoKnatoirt Printing Office 
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ncj nuF.t bo util^rjod until captioiiod ja.o!:et itz coaplntoO. 
proyoii inability of tne vendor to satiaiaotosily conploto caption-vl 
jacket and tlio uce of an iap.covic-od subatituto file f«:ont at PBIEQ 
liG« ForioLtoiy tliaruptOvl the oporationL; of tiia Rocorus Ilanag-onont 
Diviaion. Inforiaation regaruing tno status of the orclor v?ac not 
made available to the FBI tiirouga noriaal channols. /Accordingly ^ 
tlia Records !3anagci?.ent Division has sBOfle infornai contacts v?ith 
GPO regarding the captionod jacket to ascertain the statue of the 
OLdoto Ihc Records lianageitent Division v7af3 inforRcti by GPO that tho 
matcriel was ragsrclGu as diccreparit by GFO, and tliat the vondo’: had 
been notified. Despito the rejection by GPO, the Records IlinagGEent 
Division was informed that no action to roprint the discrepant rile 
fronts would take place until tlio DopartsaiVt of Justice (DOJ) rccoived 
an official coramunication request ing the reprint. 


Prior to seeking another order for tile fronts, the Records 
Management Division believes that' action should be talcan by the GPO 
or the DOJ to reduce the procurement cycle from 21 montiis in order 
to avoid additional disruption of the operations of the Record*? 
Management Division. 
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Memorandum 


f 




Mr . Monroe 


Date 7/25/8 3 


Of h. / 


POLICY MATTERS -^ teCHARGE PROCEDURE S 
RECORDS MANAGEMENT DIVISION (RMD) 


PURPOSE; To. recommend a change in the RMD policy 
regarding recharging of .-files charged 
out to RMD employees. 

RECOMMENDATION ; That RMD employees recharge -files 
. in' their' possession on the fourth 
Tuesday of January, April, July and October instead 
o f monthly . 

APPROVED; A;;o L-bn-ttory 


t-xeo. AD-i-i. 


D ETAILS: At ;the present time, the majority of the 

files that -are recharged every month atV | 
FBIHQ are recharges .received from within the RMD. 
Virtually all of these recharges .come out ,of the 
FOIPA Section and the Document .Classification and 
Review Section (DCRS) . Presently,, these files are 
recharged by RMD users the foiirth Tuesday of every 
month. Due to. the volume of the files charged out 
by FOIPA and DCRS, many of which are charged out for 
extensive periods of time, the recharging of files 


Mr . Monroe 
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Meitioranduiti 


to Mr. Monroe 


RE: POLICY MATTERS - RECHARGE PROCEDURES 

RECORDS MANAGEMENT DIVISION (RMD) 
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b7C 


on a monthly basis' has become project type work. In addition, 
the recharge lists received every month generally appear to. 
be no more than a xerox copy of the xeroxed list .forwarded the 
previous month. The Filing Subunit’ has detected what appears 
to be an unusually high momber of instances wherein these 
recharge lists received from FOIPA and DCRS have listed files 
for recharge that have already been returned to the Filing 
Subunit. In addition, it .is not unusual to receive lists from 
more than one individual in' FOIPA or DCRS that .contain, identical 
files or sections of files to be recharged simultaneously to 
two different people. This appears to be indicative of the fact 
that .the recharge procedures presently being followed on a 
monthly basis' may be cxmbersome, and in an effort ,on the part .of 
an emp^yee in FOIPA or DCRS to relieve themselves of a ctxmbersome 
duty,^re attemp.ting to. take shortcuts in the recharging 
procedures and reduce the time it' ;takes to recharge files. With 
assurances from FOIPA and DCRS that .employees would thoroughly 
and accurately prepare a -list .for recharge purposes on a quarterly 
basis instead of monthly, as- is’ the present procedure, an overall 
reduction of time expended recharging files could be accomplished. 
This should improve accuracy. This memorandum recommends that • 
the RMD employees to. whom files are charged be required to. recharge 
those files on a quarterly basis' as reflected above. 

It must be noted that .files and records maintained in 
the Special File Room (SFR) , will continue to be recharged 
commensurate with the SFR procedxrces. Any change, in recharge 
procedures or recharge policy, with regard to Filing Subunit files, 
is- in no way. intended to. change the policy presently in' effect . 
in the SFR. 

It .is' belie'ved by personnel in' the Filing Subunit,, 
that changing the file recharge procedures to a quarterly 
basis' within' the RMD, will cut .down, in' the time spent in the 
RMD, particularly in' FOIPA and DCRS, in' the recharge effort.. 

In addit'ioh, ha-vin'g FOIPA employees and DCRS employees more 
accurately reflect those, files in their custody will improve 
the record of the location of the .files. 

This memorandum is' recommending that the recharge 
policy within the RMD, except .for the SFR files, be changed from 
recharging files on a monthly basis' to. the fourth Tuesday of 
the fir'st month of eveiry quarter, namely January, April, July 
and October. It is' believed this change will result in a 
more efficient .operation and reduce the employees time involved 
in the rechargin'g process throughout -RMD. 



RECORDS MANAGEMENT DIVISION (RMD) 


Fiirther, iti .is anticipatad that the Filing 
Subunit may require employees, on an overtime basis, 
the weekend followxng the new .recharge date. This will 
be coordinated with the Technical Services Division (TSD) , 
in order to have CRT's on line in the FACS system, to 
accomplish the rechar.ging in a shorter .time as possible. 
Contact -.with TSD at .this' time has resulted in a determina-tion 
that .the FACS system ’can be on line and available on any 
given weekend provided ample notice is given to. TSD for such 
services to be available. In the event .it .is deemed necessary 
to request overtime approval on a quarterly basis' to. update 
the recharge information, that consideration .will be addressed 
by separate communication. 
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Memorandum 





To 


From : 


Mr . Monroe/ 


Date 9/30/83 
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Ekoc^AD Adm. . 
EkWc^AD Inv. ^ 
Exec AD LE5 _ 
Asst. Dir.: 

^ Adm, Servs. - 
Criin. Inv, 

Ide^t. 

Ins?.' 


Intel!. . 
Lab. . 


Subject^^,,...^| ^^ OF files ^ 

PURPOSE ; To advise each FBIHQ division that the next monthly 
file recharge date will be on 10/11/83, and request each 
Assistant Director to have all employees in his division 
make a concerted effort to ensure all files are properly 
recharged - 

RECOMMENDATION : That this memorandum be forwarded to all FBIHQ 

divisions to request all employees make a concerted effort 
to ensure all files are properly recharged on 10/11/83. 


Legal ctun. 

Off. Cong. & 
Public Affs. _ 
Rec. Mgnt. ___ 
Tech. Servs. _ 
Training 
Telephone Rm. 
Director's 5ec*y . 




APPBOVED: 

WfECtcr 

Exso. AO-. 

Exec.AD-K!v 

Exec.AD-LES 


Ad’Ti Ssrva,. 
Or- inv 


into:!. 


Laboratory 

LcqeI Corn _ 
C;t nfCvna. 

& Pub!i', Affs 
” x XCQfit 
Teoh Sf'.vs., 
Trairiing 



DETAILS ; The Filing Subunit, Records Management Division (RMD), 
presently is experiencing increasing difficulty in ensuring all 
FBIHQ files are immediately available to requesters throughout 
FBIHQ. A significant shortage of RMD support personnel and the 
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Memorandum from| 

RE: MONTHLY RECHARGE OF FILES 


to Mr. 


Monroe 


be 

b7C 


V 


% 


continuing injunction against records destruction, which in 
turn increases storage needs and locate activity, contribute 
to this problem. Additionally, RMD is experiencing a steadily 
increasing number of instances in which recharge information 
is not being properly submitted. 

As a result of the above, the RMD is instituting 
additional procedures in an effort to increase the quality of 
file service being provided. At the same time, the RMD 
requests all FBIHQ employees to make an extra effort to ensure 
the 10/11/83 recharge information is prepared as accurately 
and completely as possible. By doing so, the file users will 
receive better service. 

The assistance of all FBIHQ employees is appreciated. 
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From: (Suggester's name) 


Director, FBI 


SUGGESTION 


Date 


11/8/84 

r' 

Division of Assignment 

b6 

Identification , 

b7C 


When a personnel/Bureau file that has been placed on locate is found, 
the Locate Clerk should provide the extension of the person using 
the file, along with the name and room number. 


C^ent practice, or rul^ (Include manuaL citation as well as facts) 

When a tile is located, the Locate Clerk calls the person who 
requested the file and advises him/her who has the file, the room 
number and if a forwarding slip has been placed on it. 


Advantages of suggestion and annual savings (Include basis for estimate) 

If a forwarding slip is placed on the file, it can take anywhere from 
a few days to several weeks before the file is actually forwarded 


a few days to several weeks before the file is actually forwarded to 
the next person, which may cause serious delays in expedite matters. 
The person looking for the file may only need a small amount of 
information that could obtained telephonically ; or he/she may wish to 
call and request to borrow the file for a short period of time. Many 
times the person actually using the file is a Clerk and is not _ listed 
in the phone directory. Without an extension, the person wanting 
information from the file would have to physically walk to the roonj 

(CONTINUED OVER) 


Disadvantages of suggestion 

This would cause no additional work for 
there would be no disadvantages to this 


the Locate Clerk, therefore 
suggestion* 







{The use by the United States of my suggestion shall not form th e basis of a further claim of anv nature 
assigns upon the United States. I understand that I will be cons 
within two years after submission,) 

□ KFl r*“ 

Mr. liLjMrs. | 


leirs, or ( 

I is adopted 


Recommendations ^and comments of Division Head 

If suggestion is adopted, it would result in consi^r^le time savings. 
It is recommend suggestion be approved . 

T • ■ I ^ ^ J .... TLkqi .Q+-a-rvf» 


s t ant 

Signature and Title 


(Do not write in this space - for Bureau use only) 

.... ^ “ . * 











Suggestion by 


b6 

b7C 
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number given to him/her by the Locate Clerk, taking the chance that 
the person using the file is there, or else attempt to determine the 
extension by calling the Bureau operator and trying to locate the 
extension by using only a last name and room number. If the Locate 
Clerk would provide the extension of the person holding the file at 
the same time the name and room number are provided, the person 
looking for the file could call the person who is holding the file to 
determine how long it would be tied up. There would be no additional 
work involved for the Locate Clerk to provide the extension at the 
same time he/she provides the name and room number of the person 
using the file. 
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I 



; 

FORWARD THIS FILE TO SUPERVISOR IN ORDER LISTED ^ 

PLEiSt MSPEIE CALL EAlj | 


SUPERVISOR TL ROOM EXT. SUBJECT SERIAL DATE 



FBI/DOJ 








Addendum to Suggestion from 
Division 


) 


b7C 


Identification ' 


ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMDnKa.J; jls 11/27/84) 


Identification Division employee, 

has proposed in attached suggestion #23-85 that when a personnel/Bureau 
file placed on locate is found, the Locate Clerk should provide 
the name, extension and room number of the individual using 
the file. 


OBSERVATIONS : 

RMD is opposed to the above-mentioned suggestion 
inasmuch as the requested information is already listed on 
the forwarding slip (Form 4-7) (individual's name, telelift 
number, room number and extension). It is the opinion of 
the RMD since the suggested information is already available 
on the Form 4-7 that suggestion #23-85 not be adopted. 

RECOMMENDATION ; 

RMD recommends that suggestion not be adopted. 








If 



Deceiaber 11, 1984 
PERSOimi. 
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■renerax Btirsas oE ISveSfcigation 

Washington, D, C. 





Dear 


1 received your proposal that Locate Clerks should 
Ifil ? JflePhone OKtension of the person using a personnel/Bureau 
le when a iXle has been placed on locate, According to the 
Kecoras Lanageiaent Division, however, th^ , requested information 

' IJo Since 

7 - \JXl P02T1U f 

mere xs no need to take action on your suggestion. 

Thank you for taking the time to submit this idea, 

■J' to take further advantage of our Suggestion 

program a means of presentxng valuable, innovative ideas 
wnxch wxil enhance or improve existing Bureau practices. 


Sincerely yours. 


os 


;/ 











L. /f^lyde Groover, Jr 
As^stant Director 

Lstrative Service 


2 Starnes (Perso nal Attention^ - H!n% r.v=rirr»<=, 

tjl ~ :qersonnel file of 

a 
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Suggestion #23-85 

NOTE; Suggestion and reasons for nonadoption set forth^ln 


E«« AD Adn.. fitter to suggester and RMD addendum 11/27/84. Views attached. 


Exec AD inv. 
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Asst. Dtr.: 
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Memorandam 



To 


Mr. ColWe 


SSE 



Dale 1/18/85 


: W. A. Bayse 

KSC'D, 



r\2 


PROPOSED PROCEDURES FOR 'HANDLING AND 
CONTROLItiNG PERSONNEL AND .INVESTIGATIVE 
FILES a AeNGINEERING SECTION FACILITY", 
NEWINGTON-^^ VIRGINIX^'"’' 



Exec AD Adm, — ^ 

Exec AD Inv. 4 ] 

Exec AD LES . 

A*xf. Dir. 

Adm. Servj 


a ' 



Lob. . 


Leool Coun. . . . 
oL> C' fij. 

fb7CAn» 

Rec« Mgni, . 

Tech. Sorvs. . 


Telephone Rm. _ 
D irector’s Sec'y . 


PURPOSE : To recommend implementation of procedures for handling 

and accounting for personnel and investigative 
files required by the Engineering Section- Further, to request 
approval for release of personnel and investigative files 
to the Engineering Section Facility at Newington. 

SYNOPSIS : Engineering Section is recommending th^i^procedures 

be implemented to permit transmittal or*^ureau _ 

Jiles to the Engineering Section Facility at Newingtorrr“^rginia . 
Proc'Sures are proposed to request, account for, and transport 
files . 






RECOMMENDATION : 


That the procedures described within this 
memorandum' be adopted to permit transfer 


of files between FBI Headquarters and the Engineering Facility 
in Newington. 


Adm. Scfy.i._ 
CiltTi. inv. 



Director 

Exoc. AD-.v:m._ 
Exec.AD-!w. _ 
Exec.AD-LES 


In til.. 


Lacoraiory 

Leci?.! Coun. 

Cl!, cl Cong. 

cl Put’liC Ails, 
Rsc. r-l'gni. 
Tecti. Gerv’ 
Tra:nirva_ 




V-87 


DETAILS : The first phase of the move of the Engineering 

Section to new facilities at Newington, Virginia, 
was completed in December 1984, with scheduled move of the 
remaining Units set for approximately April 1985. Growth 
of the Section is continuing and will, in a few years, reach 
a staffing level of approximately 250 individuals — making 
the facility comparable in size to many field offices. 

1 - Mr . Monroe ^ ^ 

Attn : 
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Mr. Bayse 
Mr. Bovd 
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Memorandum W. A. Bayse to Mr. Colwell 

RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES... 


The Engineering Section at Newington has an immediate 
and continuing need to have access to FBI Headquarters personnel 
and investigative files. This requirement includes, but 
is not limited to, personnel files for staff hiring actions, 
personnel files of Field Technically Trained Agents (TTAs), 
and Electronics Technicians (ETs) in connection with our 
TTA and ET program responsibilities for transfers, promotions, 
etc.; investigative files in connection with our field technical 
support responsibilities. Freedom of Information reviews, 
and name check searches on companies and individuals with 
whom we conduct business. 

It is presently the policy of Records Management 
Division (RMD) that personnel and investigative files not 
be removed from the J. Edgar Hoover (JEH) Building. This 
policy extends to Quantico and presumably would extend to 
the Engineering Section Facility at Newington or any other 
off-site facility. It is understood that the reasons for 
this policy are HMD's requirements to have reasonable access 
to the files for administrative and maintenance purposes, 
that is, for insertion of serials, attachment of forwarding 
slips, quick retrieval for file reviews' in conjunction with 
short deadline specials, and like maintenance functions. 

By releasing files outside the confines of the JEH Building 
RMD would ostensibly lose ready access to these files. 

The Engineering Section requests that an exception 
to the above policy be made to permit temporary transfer 
of Bureau personnel and investigative files to Newington 
as required. We have the facilities and personnel in place 
which could effectively control files while at Newington 
and a courier service making twice daily round trips between 
Newington and FBI Headquarters. The facility is fully secured 
and alarmed, manned 24 hours a day by a guard force, and 
a duty Agent is assigned on-call during off-hours and weekends. 
The driving time from Newington to Headquarters is 30-40 
minutes, thus a file could be returned to Headquarters, if 
required, with only minimal delay. 
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Memorandum W. A. Bayse to Mr. Colwell 

RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES . . . 



The Engineering Section proposes that the following 
procedures be implemented to handle transfer of files between 
FBI Headquarters and Newington and to control files while 
stored at Newington : 

1. The Engineering Section Front Office at Newington 
will serve as the control point for files requested. 
All requests for files, personnel or investigative, 
will be made by the Section Front Office only. 

A record will be made of the requestor and 
the file numbers/names of the requested files. 

2. All requested files will be forwarded to the 
office of the Deputy Assistant Director, Technical 
Services Division, room 7159, JEH. 

3. Files will be picked up by the Engineering 
Section courier or other Section personnel 
visiting the JEH Building- Files will be delivered 
only to the Section Front Office where they 

will be checked against the request list and 
assigned to the requestor. The location of 
the file while in the custody of the Engineering 
Section will be noted for future retrieval 
purposes . 

4. In the event RMD requires access to a file, 

a call to th e Engineering Section Front Office 

at I will initiate a file retrieval 

process. The possessor of the file will be 
identified and contacted to return the file 
to the Section Front Office. It will be transported 
to Headquarters with the next available courier. 

RMD will be notified of the departure of the 
file and expected arrival time at Headquarters. 

A notation will be made that the file was temporarily 
returned to RMD. 

5. The file will be hand-carried to room 7159 
where it can be retrieved by RMD, necessary 
file maintenance performed, and returned by 
the same or next courier run. 
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Memorandum W. A. Bayse to Mr. Colwell 

RE: PROPOSED PROCEDURES FOR HANDLING AND CONTROLLING PERSONNEL 

AND INVESTIGATIVE FILES... 


6. When a file is returned to RMD or forwarded 
to another requestor, the same procedure as 
above will be followed except that a notation 

will be made logging the file out of the Engineering 
Section . 

7. All personnel and investigative files will 

be stored in GSA approved security containers 
while at Newington. 

8. In the event emergency access to a file is 
required, other arrangements for more expeditious 
delivery will be made. 

9. Files containing Sensitive Compartmented Information 
(SCI) or otherwise requiring special handling 

will be transported only by persons possessing 
appropriate clearances and will be hand-delivered 
to their destinations. 

The Engineering Section believes the above proposed 
procedures provide proper file control and access by RMD 
and should be adopted to facilitate the Engineering Section's 
requirements to review files. 


t Si 





Memorandum from W. A. Bayse to Mr. Colwell, 1/18/85 
RE: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY 
NEWINGTON, VIRGINIA 

4- X .r 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) GL/sm'a - 2/4/85 


Bureau policy requires that original hard copy files be 
maintained on the premises at PBIHQ and/or field office headquarters 
city. There has been, however, two exceptions to this policy: 

(1) the Brooklyn-Queens Metropolitan Resident Agency (BQMRA) , 

New York Division and (2) the Ft. Lauderdale Resident Agency 
(PLRA) , Miami Division.. 

The BQMRA is virtually autonomous to the New York 
Division and is staffed 24 hours a day, 7 days a week by FBI 
personnel. The New York Division has been authorized to maintain 
original pending criminal files and certain administrative files 
at the BQMRA. The investigative files are returned to New York 
headquarters city when closed or Ruc'd. 

The FLRA is situated in a Federal building that is 
protected by guard service 24 hours a day, 7 days a week. The 
Miami Division has been authorized to maintain pending criminal 
files in the FLRA for as long as the guard service remains in 
effect. The files are to be returned to Miami headquarters 
city after closed/ruc ' d. 

RMD has reviewed the contents of captioned memorandum 
and believes that while the proposal of the TSD has merit, the 
following observations are being offered: 

1. RMD presently has no accurate 

inventory of the files presently in 
the custody of the Engineering Section 
(ES) at Newington, VA. Upon approval of 
the TSD recommendation, ES should 
promptly return all FBIHQ files, 
personnel, investigative, administrative 
or otherwise, to RMD and indicate which 
of those files are necessary to be 
properly charged out and returned to ES. 

The files returned will be closely 
monitored by RMD and ES should ensure 
each file so returned or forwarded to 
ES in the future be closely controlled. 

In particular, personnel files must be 
controlled more closely due to the 
privacy issues involved. 
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Memorandum from W. A. Bayse to Mr. Colwell, 1/18/85 
RE: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY ' 
NEWINGTON, VIRGINIA 


2. RMD should have access to and review 
the controls established in ES for the 
temporary maintenance of files at the ES 
site. The purpose of doing so is to 
provide assistance to the ES in setting 
up procedures internally to control the 
files temporarily maintained at the 
Newington facility to the mutual 
satisfaction of both. 

3. ES should ensure that requests 
for files are kept to the absolute 
minimum, and whenever possible only 
serials, machine copies of serials 
or machine copies of files should 
be requested. 

4. RMD notes the willingness of ES to 
temporarily return files on a turn- 
about basis in the event a file is 
needed at FBIHQ for review, service and 
the like. RMD cannot assure the file 
would be returned by return courier; 
however, efforts will be made by RMD to 
return the file to the ES as promptly 
as the situation allows. 

By ES working to keep file requests to the absolute 
minimum and RMD working with ES to ensure control of the files 
as well as ready access as necessary, the recommendation of the 
TSb should be given favorable consideration for approval. 
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Memorandum from W. A. Bayse to Mr. L. Colwel 
Re: PROPOSED PROCEDURES FOR HANDLING AND 

CONTROLLING PERSONNEL AND INVESTIGATIVE 
FILES AT ENGINEERING SECTION FACILITY, 
NEWINGTON, VIRGINIA 


ADDENDUM_^ INTELLIGENCE DIVISION ( INTO) 3/2 3/8 S_RPHj^J[yj_ 

Technical Services Division (TSD) has requested 
permission for the transfer of files to the Newington facility. 

The Intelligence Division (I NTD) wou Id object to this 
procedure unless adequate safeguards for FBI files are 
established. These safeguards must include: 

0 No substantive case files; 

o Two man control for material in transit; 

o Armed Special Agent security for Top Secret 

mater i a I ; 

0 Utilization of a crash proof container. 

With these safeguards INTO would have no objection to 
the procedure . 
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Employee Suggestion 
FD-2S2 (Rev. 9-11-S9) 




March 20, 1985 



Division of Assignment 

Boston 


Director, FBI 


SUGGESTION 

It is suggested that either in the printing process or by the use of a 
'Stamp, an alphabetical .listing of all field offices be placed on the inside or 
outside -cover of each file, i.e. ED-245 (rev. 1/21/80) . A space should be made 
available next to the name of each field office, then the rotor clerk can place 
the appropriate file nuiriber for that office next to the name of the office as a 
canmunication frati that. particiiLar office is received. 

’ /■ r 


Current proctice or rule (Include manual citation do well as facts] 


Advantages of suggestion and annual savings (include basis. lor estimate) 

This process would save a great deal of time and effort in ascertaining 
field office file numbers, especially in large multi-volume cases. Such a simple 
procedure would help greatly in preventing leads, unaccanpanied by the appropriate 
file number, being sent to other field offices; thus, saving a great amount of^time 
in ascertaining other office file numbers. g , /, j ) 

m 


DisodlvantageB of suggestion 


Cost of printing or preparing a stamp. 


(The use by the United States of my suggestion shall not form the ba^ 
assigns upon the United States. I understand that 1 will be cgnsldere 
within two years after submission.) 

C^Mr* EZZ^Mrs. IZHImIsi 

Recommendations and comments of Division Heod 
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Re: Suggestion #90-85 from the Boston (BS) Office ^ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD)(TBO'^s 3/27/85) 


It is proposed in attached suggestion #90-85 from 
the BS Office that an alphabetical listing of all field offices 
be preprinted or rubber stamped on the inside or outside 
of the file cover (Form FD-245) of each file and that space 
be allowed adjacent to each field office name for recording 
the appropriate file number (s). 

OBSERVATIONS : 

Instructions contained in the Manual of Administrative 
Operations and Procedures , Part II, Section 2-4.4.3(6), page 
286, permits recording file numbers of other offices on the 
inside of the file cover. Form FD-245. RMD is of the opinion 
that these instructions allow adequate means of identifying 
another field office and the pertinent file number(s); therefore, 
suggestion does not warrant consideration for adoption. 

RECOMMENDATION : 

Recommend that suggestion not be adopted. 








April 4, 19S5 
. P33SSOHAL 


Federal Bureau of Investigatioa 
3o sfcOR t Hassachusett s 

Bear 


7'^ 


Shaalt you for siibiaitting tbe proposal that aa 
alp habetical lisfciufr of ..al.li!^^elA-o:Efigea» b.e pl ace d-QU- the 
inside or outside cover .-each,^ f ile-?j^orp.^Bri£4li and that 

spatJe'tee^lrlOT'asa^djac® to each field office naiae for 
recording the appropriate file aussber. ^is auggestion 
‘was referred to the Records l-lanageraent Division {Ef5D) for their 
evaluation, and they are of the opinion that there is no 
need to implement your idea. Instructions included in the f 
iiantiS'l Administrative Operations and Frocediires permit / fJ 
the. recording of file numbers of other offices on the inside 10 } 

of the FD-245. U© believes that these instructions allow | rlf/ 
adequats means of identifying another field office and the V 
pertinent file number is) t therefore# they recoramend that youtL.,/ 
suggestion not be adopted. 

Although no action is being taken on your proposal# 

I want you to know that I am very pleased that you l^cok the 
time to submit this suggestion. Any further contributions you 
may wish to sake in an, effort to improvo or enhance our operations 
will be warmly wslcoraed. t)E-25ir I. L -9 <?/ ® .£■ r7 
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Cijm.ll*.. 


Me?daty_:: 
Lqr3 - 

““ Ra;. . 

T.rr.i. S?tv3.. 


3';s. i>" 


t)E-25gr J, f. 1 -^ 

\f. 2 \^.int:&x:QlY yours# / 

5;. . 

TSr " f3S5.=> 

tZZ Edwin d. Sharp \ " 

— Acting Assistant IS 

Administrative Services Director 


Legal Coun. 
Orr. Cong. & 
Public AFfs. 
Ree. Mgnt. ^ 
Tech. Sorvs. 
Training 


Boston 

1 - Suggestion file 
1 - Field personnel 
Personnel file of 


Enclosure 


_TOs : d j III { 6 ) Sjig^gest,ipji^i.94^85-^^ 

-Note: Suggestion and reasons for nonadoption set forth in letter 

"to suggester and END addendxim dated 3/27/85- Views attached. 




Memorandum 



To 


From 




Exe<vAD lnv._ 
Ex«e AO LE$. 
AssVi-Dir.: 

Adm.Sorv«. 

Crlnit Inw 

Idanf. 


Mr. Colwel 
C. P. MonroetTl 


Date 


7/3/85 


!iun. __ 

:w 




Subject^ 

FBI HEADQUAR TERS ffFBlKJn FILES 
RECORDS MANAGEMENT DIVISION 
PURPOSE : 

To recommend a modification to existing recharge polipy 
for PBIHQ files as set forth in the "Details" of this memorandum 
and attached Memorandum to All Bureau Officials and Supervisors. 

RECOMMENDATION ; 

' ^ (1) That the modified recharge procedures set forth 

y the "Details" of this memorandum and the attached Memorandum to 
‘,^,_A11 Bureau Officials and Supervi|^r^ be approv^ed. 


Laboratory. 
Legal Cnun. __ 
Plan.& Insp., 
Ree. Mgnt.. 

Tech. Servs.- 

Training 

Off. of Cong. 

& Public Affi.^ 

Telephone Rm. 

Director's Sec'y . 


J 




C-i.;;. 


Director, 
Exes, AO-A(! 
Exrtc. AD-!r!V. 


(2) That the attache^^einB’randxtnl”*l!b“Ad:d“B'uiP4"M- 

Officials and Supervisors be approved and dis^trtbutedv. ^ 

' 




DETAILS: 


APPROVED; 

J \ : 

■' Litsomtory 



Director^ _ 

C.'f. f ’ 03-!f 


5* ' i 

ExO'j. AD-!nv. ! r. 


£xoo.,4iD-LES Into:; 






Memorandum to All Bureau Officials and Supervisors 1-8, 
dated 1/3/80, captioned, "Recharge of FBIHQ Files," established 
that FBIHQ files would be recharged on a monthly basis. An 
analysis of the existing recharge procedures for FBIHQ files by 
the Records Management Division indicated that a modification of 
existing recharge procedures is appropriate. The recommended 
modification for recharging FBIHQ files requires that they be 
recharged quarterly on the second Tuesday of January, April, July 
and October of each year. The Records Management 
determined that the modification of current recharge procedures 
will not adversely affect the integrity or accounj^abjyLity (|i|5 FBIHQ 

records. 

Enclosure 

66-2319 
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Memorandum C. P. Monroe to Mr, Colwell 
Re: Modification of Recharge Procedures for 

FBI Headquarters (FBIHQ) Files 

Records Management Division 


A Memorandum to All Bureau Officials and Supervisors has 
been prepared to convey the modified recharge procedures for FBIHQ 
files . 
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f 

U.S^^Departmeiit of Jnstice 

Federal Bureau of Investigation 


-V 


Washington, D.C. 20535 


) 


July 16, 1985 

y 

memorandum to all bureau officials and SUPERVISORS: 

o 


RE: RECHARGE OF FBIHO FILES, 


Effective October 8, 1985, PBIHQ employees will be 
required to recharge files on the second Tuesday of January, 
April, July and October instead of monthly. 


This change in recharge procedures will not apply to 
files and records maintained by the Special Pile Room Subunit of 
the Records Management Division. This material will continue to 
be recharged commensurate with existing Special Pile Room Subunit 
procedures and policies. 


You are requested to ensure that the new recharge policy 
is strictly followed to maintain the integrity and accountability 
of PBIHQ records. I also request all employees to promptly return 
files when no longer required and to promptly tran sfer fil es 
forwarded to another employee by calling extension 


William H. Webster 
Director 
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MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 3-85 


2hov16'i£3& 


FBI/DOJ 


PRIGMAL FU-ED IBS 


Memorandum 



Exec AD Adm.. 
Exec AD lnv._ 
Exec AD LES _ 
Astt. Dir.: 

Adm. Serve. 

Crlm. tnw- 
idant. 


To 


Mr . Colwel' 




Date 


7/11/85 


From : C. P. Monroe^^j 


l-oboratery ^ 
Legal Coun. 
Plan. & lnep< 
Rec. Mgnlc 

Tflcti. Serve, 
Training 





Ik 


Subject : file service 

RECORDS MANAGEMENT DIVISION (RMD) 

PURPOSE ; 

To reiterate file service provided by the RMD and to 
recommend that the attached Memorandum to All Bureau Officials and 
Supervisors be approved and distributed. 

RECOMMENDATION ! 

That the attached Memorandum to All Bureau Officials and 
Supervisors be approved and distributed. 


Off.otCong. 

& Public A(r>._ 

Telephone Rm. 

Director*# See'y« 






/IRPfSOVar- 

C’r'35tar_ 
Ek,:. 

Cv-; 


Adm. Ss.'vs,_ 
CAT!, hv. 




C.!,_ 

r' "■ 






J. J. McDermott memorandum to All Assistant Directors, 
dated March 21, 1979, captioned, "Implementation of The File 
Automated Control System (FACS)" (66-19168-45X1), described file 
service provided by the RMD. It is believed appropriate that this 
information be reiterated for the assistance of all Bureau 
Officials and supervisors. _ 

A Memorandum to All Bureau Officials and Supervisol 
been prepared and is attached, 

Enclosure 

66-2319 * .. 

1 - Mr. Monroe , ^ l&K 

1 
1 


RWS:cak (5> 


^3 NOV 12 198$ 


K 
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Employee flgflestion 


1 

j s. 


% 


To: Assistant Director, From: (Suggester’s name) 

Administrative Services Division I 


2/4/86 
Division of Assignment 


SUGGESTION 


Have one location^ in each ^il.eSjf ith a list of all offices, and 
a space where their file number can be entered. One such location coul 
be on the backside of cover j acket (FD-245) . Upon receipt of a communi 
catxon from another office, the rotor person could enter the other 
office's file number. 




Current practice or ruie (Include manual citation as well as facts) 

Serials have to be searched to find other office file numbers, 


Advantages of suggestion and annual savings (include basis for estimate) ' 

Save Agent time in looking for other file numbers, and this can 
a noted savings in larger cases. // y,. 


Unused space could be used and no new paper item would be 
It would be easy to use and locate. ’ 


L o u d iJ. 

./ 

n e e d e dll 




Disadvantages of suggestion 





(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or assigns upon the United States) 
I understand that I will be considered for any justified award only if my suggestion is ad nmtnd ..M rabia .. taMn ..i M a tB ..a aa i : .., sj ,i hmi8Birin .) 

.□Mr. □ Mrs. □ Miss pA- 

^ ster 


Recommendations and comments of Division Head , ,,,, 

Tkl& ^uggeAtion hcu It waM. cu>&AMt th& d&6k& m 

noting which o^tca, should be dlAcontlMWcd tn.iaglAve mattCJU, oftyl^'othgj/^oi,^' 
c<U 2 A, tn addition to being a JdeSMy heleAmce loic^e Atma, ^tmtyage%tAyid am^vIaoa 


agnature and Tme 




RE: Suggestion #73-86 from the Minneapolis Office 



ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD) (LEB : cgz 2/19/86) 

It is proposed in the attached suggestion from Minneapolis 
that each file have one location, preferably on the backside of the 
file jacket (FD-245), where field office file numbers can be recorded. 


Instructions contained in the Manual of Administrative Operations 
and Procedures (MAOP) , Part II, Section 2-4. 3(6), page 286, allows 
field offices to record auxiliary file numbers on the inside of the 
file cover, Fom FD-245; therefore suggestion should not be adopted. 


RECOMMENDATION: 


That suggestion not be adopted. 



mmm: 

Adm.SsAfs. 

infcandcrv , 


Crim.lnv. 

Lc-rJ Cotin. 

“tfirecter 


Oft of Cong. 

Exqo. AD-Ati.n._ 

Went 

ft Pub:io Affa, ■ 
- — Reo. Msnf. 

gxcc. AD-IiT/. 

Inspcctton, 

Tech. Scfva.'^T*^ 

Ssau.TUHJSS 

MsH. .. 

Tra!r.teg 1 


21 cai'vr 


# 



February 27 „ 198S 

PBKSOMIk 


"rossssi BiHSl m Siis3tigafei©« 

manea|5o3.i», Minnesota 

Bear 




you for ^ubjaittiuo vow: recofflmenaafeiaK 

rr » ®*2. offices# aioncj with a space to enter 

# gfeg added to the backside of the cover 
Oach file, • lustractions contained" ”ixT 
tne'SaiOTf:^^ ^ejjations and Frccedures (fmOP)#/ 

2X# Section 2~4,3<Q)# page 28S# already allow field / 
offices to record auxiliary file number® on th@ inside of th# 
file cover# Form FI3~24S? therefore, there is no need for «s f J 
to your recoEBaendatioa* j i 

j ^ ^ grateful# though # that you took the ! ’ 

initiative and time to submit your prooosaX. your continued 
support of our Suggestion Program would fee deeply appreciated. 


M 


fiPPmveo; 


• O Director 
rj> Exe.c. AD-Adm._ 
’ „ Exso. AD-!ny. 

00 R»t " 

orjEx^^AO-LES. 
m s I 

l4j ^ 

1 III tf IM 


Aclm. ScfV3., 
Crlm. Inv.. 

f' x;. 


Laboratory 
Lcgsl Cotrn, _ 
Off. cf Cong. 

& Public Affs 
Roc. Mont. _ 


Sincerely yours , 


Cl ruu.ic Miis . ^ f jT / 

Msfin Sharp 

Training ‘ .hssistanfe Birccfcor 

Mministrative Servj 


Mvlsion 


Ex«c AD Adm. _ 
Ex«c AD Inv. _ 

Exac AD LES 

Asst Dir.: 

Adm. Sarvs. 

Crim. Inv. 
tdent. — 

Insp. 

Intoll. 

Lab. — — 

Logal Coun. 
Off. Cong. & 
Public Affs. - 

Roc. Mgnt. 

Tech. Servs. .. 

Training 

Telephone Rm. _ 
Director's Sec*/ . 


2 - Minneapolis / /} ^ / 

1 - Suggestion ^ ( ' n 

1 -■ Field personn el f.ilA ^ «>-=««« 

1 - Personnel file of - Enclosure 

^ SO MAR 4 1986 

Djpi^fh (6) Suggestion #73-86 

Note: Suggestion and reasons for nonadoption set fsmi Tn 

xetter to suggester and addendum of HMD 2/19/86. Views 
attached. f / • 


57i.ipR^ 1986 









gUrSlDE source’ 



ISf 1SB6 



bo 
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GSHtl 03110 til I ,-g. 

1^1 1 /i3 

Kaferenoo ia naclo t^'^your ielophoaic conversations with 
this Bureau on the 7/!3/36 and 7/15/86/ regaraing the possibility 
of Procuring Eila fxoate ana Filo Bachs from your organisation, 
Enoloaea you will find ths S laontha use expecting of this commodity, 
samplffis of the desired items# and a detailed report of the specifi- 
cation* 


should you have aav que stions regardin g this matter pX eaayCX 
contact I |o^ W sta^f at ' I / \ 1 


prompt attention to this matter would fee greatly appreciated. 



Sincerely yours r 


/ 


i',’A 


/ 




B.n4fc chief 

pj:operty Procurement and 
Kanagement section 
hdasinistrative Services Division 



Exsc AD Adm. 
Exec AD Inv. . 
Exec ad UES 
A«t. Dir.: 
Adm. Serve. 
Critn. Inv. - 

tdent. 

Insp. 


Legal Court. 
Off^Cong. & ^ 

Publlfe.Affs*/. 

Roc. Mgnt/1 
Tech. Serve 
Training 





•/ 

r 

RMB'' (Attn: 

. /' 




etephona Ri 
\efor's Sec. 




. * 




September 30, 1986 


PERSOHM. 


ieaerai Bureau oi 
Washington, D. C. 

Dear I 


tnvestigation 




1 have received your suggestion that mail dates be 
obtained from the computer rather than the actual mail when 
starting a new section for multisection files. I*m sure it 
will please you to know that your proposal was adopted immedi- 
ately since it was determined that the -efficiency of the Filing 
Subunit would be improved significantly as a result of its 
implementation . 

I am always delighted to receive submissions such as 
yours to our Suggestion Program and I want to assure you that, 
any further ideas you may have will be warmly welcomed.4 \ 


Dlrecfcr 


At’'D.r.cr,'S.. 

Crt>7). iSiV. 


Lc*'''.' -!r~v 
c:r. o! C'.i-g. 0 


sincerely yours, 

Isj 




Edwin J. Sharp 
Assistant Director 
Administrative Services Division 


McCreight (Personal Attention) 


Personnel file of 



Enclosure 


NOTE: Suggestion set forth in letter to suggester and FD-252 

dated 9/8/86 with addendum of Mr. McCreight advising that sug- 


gestion was adopted immediately, 
suggester being advised of such. 


Therefore, upon approval. 
Views attached. 


Ex«c AD Adm, 

Ex.e AD inv — ©Js : log ( 5 ) i 

Ex«c AD LES I ^ 

A.it. Dir.: ^ j 

Adm. Sarvs. yi, *' / 

In.p ^ 

Inloil. 

Lab. \ ' ' 

Legal Coun. ___ \ 

Off. Cong. & 

Public Affs. 

Rec. Mgnt. — «' 

Tedr. Serve. 

Ir.c«oy. ROOM is/ 


Suggestion #221-86 



16 f£6 






SUGGESTION 


On multi- section files, when starting a new section, we get 
the date of the mail from the computer instead of waiting for the 
mail . 


Current practice or rule (Include mcmuai citation as well as facts) 

See attached 


Advantages of suggestion and annual savings (Include basis for estimate) 

We can eliminate the open section backlog if we did not wait 
for the mail. 


|isodvantages of suggestion 

None apparent. 


I use by the United States of my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 

I gns upon the United States. I understand that I will be considered for nnv lustlfted nwnrd nnlv If my siinaasttfjn Is adopted 
In two years after submission.) 

□ Mr, I— 11 Mrs,. . C^MisJ 


iiynmure umi im« ui auygesfter 


Immendalions and comments of Division Head'" 


Prior to submission of the formal suggestion, 


discussed this natter with. 'the Chief .of the Special Records and Filing Unit 
^e suggestions will significantly improve t|^^^ici®^y ^fectiyen ess o ; 


^Filing Subunit operation and was 
therefore adopted imm^^-diat-Aly 




write in this space - for Bureau use only) 




-n rrtimr 




FBl/DOJ 



v^uxxemi pracrxce or rule 


The current procedure for starting a new section is to have the 
mail. Before closing a section file and starting a new section 
it is necessary to determine where one section will end and the 
new section _ will begin. We currently are waiting for the mail 
before opening a new section so we can get the date of the serial 
off of the mail. 




k 


1-7-86 

MEMORANDUM 1-86 


or •» 


t 






o, 


file: 5 


(B) REMOVAL OF FILES FROM FBI SPACE CHARGE-OUT FORM FD-702 

FBIHQ continues to receive demands for discovery production of 
our relevant files and records. Some of these requests encompass large 
volumes of files. Other requests are received under stringent court- 
ordered deadlines. Because of these and certain Freedom of Information 
Act requests, it has been necessary to forward a number of field office 
files to FBIHQ. A new charge-out form (FD-702) has been issued. This 
form is to be utilized whenever it becomes necessary to remove files and 
related record material from the premises of FBI Space. 

A sufficient supply of Form FD-702 will be forwarded to each, 
office. Appropriate manual changes will be forthcoming. 


(j(j " 9 
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d 
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C3 
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’ Memorandum 




Subject 


Assistant Director , 

Eecords Management DivVsii 

Legal Counsel Diyi s ion^^^-^ 


Date 


9/16/85 


SECURITY AND RETRIEV. 
FIELD OFFICE FILES 


LITY OF 







Ex«e AD Adm.. 
Exae AD tnv._ 
Exae AD LES_ 
Asat. Dir.i 
Adm. Sarvc.«_ 

Crim, Inv. 

fdant. 


l.aborotofy _____ 
Lagol Coun. 
Plon.di Inap. ^ 
Rac. Mgn». — 

Tech. Sarvs. 

Training 

Off.ofCong. 

St /??!. - 

Totophona Jim. 

Dlroctor’s Sac*y_ 


PURPOSE ; To suggest the development of policy to cover the 

required forwarding of Field and Legat files to Federal be 
Bureau of Investigation Headquarters (FBIHQ) . b?c 


RECOMVBENDATION: 


A communication 
offices setting 


should be directed to all FBI 
forth procedures to be followed 


when Field files are ordered forwarded to FBIHQ (normally request^/ 
pursuant to Freedom of Information/Privacy Act (FOIPA) requeatj 
or court ordered discovery of Bureau files). 


AFFbOV=.0: 

Acin, Sen/s. 

L?hors!ory . 

Cti'tl. liW 

Loptl C-i'T, 

Oif/af't';,' 


''“'■f.'v 

Excr. AO 


* .. 

E?HO .O i; 



Exco,,-.D-LE3 


J 








r /V 

i\ 


DETAILS ; During the past few years it has been necessary to 

have various Field Office and Legat files ordered to 
FBIHQ for discovery processing. In some instances Field files 
are also forwarded because of FOIPA requests or subsequent litigation. 
In several civil litigation matters, there have been hundreds of 
files forwarded to FBIHQ. In many instances because of the volume 
of material involved, it is not feasible for the Field Offices 
make a copy of the files prior to forwarding. 

Recently, a number of requests from the field have been 
received in the Civil Discovery Review Units (CDRU) for particular 
field files. One such request was for a New York 174 file. The 
reason for the request involved a Bureau applicant who was referencet 
4to serial 285. New York advised that the file ha/J been previouslj 





I' 


- Mr . Mintz 

- Mr. Mnnpoft 
Attn; 

Attn; 




le h^ 
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(CONTINUED 

^ JAN 81 198S ^ 


OVER) 



/ 
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Memorandum from Legal Counsel Division to Assistant Director, 
Records Management Division 
Re; Security and Retr ievabi 1 i ty of 
• Field Office Files 


forwarded to CDRU I. The title of the file was unknown as was 
the title of the litigation. Such files are maintained at FBIHQ 
In rei&tioit to tiio oivii 1 i £ igat ioA wharsi.i disco’/^ry^ .vas 
demanded. After considerable searching it was determined that 
the particular New York 174 file had been returned to New York. 


In another incident, a midwestern office was attempting 
to locate one of its files. The charge-out was merely noted that 
the file was sent to FBIHQ. Searches were made of Legal Counsel 
Division and the FOIPA Section together with some units in 
Criminal Investigative Division. The file could not be located. 

A number of calls are received requesting copies of documents 
needed to respond to Freedom of Information Act requests being 
handled in the Field. 


There are various reasons why such files need to be 
accessed. In some instances, imnediate access is necessary and 
may involve information needed in an ongoing major investigative 
matter. At the present time, quick retrieval of some files or 
documents is not always possible. A better charge-out system 
will permit a more efficient retrieval of the field files while 
they are temporarily maintained at FBIHQ. 


The captioned matter was recently discussed with 
Records Management Division (RMD) personnel. It was suggested 
that prior to forwarding any files to FBIHQ, that the charge-out 
indicate the title of the file being sent and that a reference to 
the case demanding the file should also be made. I _ . ^ 

RMD, suggested that such procedures could best be handled tnrough 
the development of a special charge-out form designed for this 
purpose. 


In the event this recommendation is approved, CDRU I 
will assist the Records Research Unit in designing a form and 
drafting a communication to all offices. If such procedures call 
for any changes in the Manual of Administrative Operations and 
Procedures, such will be handled at the same time. 
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Memorandum 



Subject : 




To : 


Mr. Shar 




Date 7/11/85 



/- 


RELOCATL QM S.EILV.l.CE5--EILaG-RAM, 
PMPA^TIO£^Q^^EMPLOXE,^£LDj:ATJOit^HANDaOOK- 
TO‘~TfTCrD'DlE STATImENT FROM THElDI RECTOR 


Exec AD Adin. _ 

Exec AD Inv. 

Exoc AD LES 

Asst, Dir.: 

Adm. Servt^raS 
Crtm. Inv. j! 

Idont. ^ — 

Insp. 

tntoll. 

Lgb. 

Legal Coun, 
Of(. Cong. & 
Public Affs. „ 
Rec. Mgnt. - 
Tech. Servs, 
Training — 
Telephone Rm. ... 
Director's Sac'y . 


PURPOSE ; To forward a proposed statement from the Director 
for approval and signature. 


Wl # ' ■ ' -A 

'A 

v:>" \ 

V, 

V' \ 


DETAILS : In conjunction with the administration of the 

Bureau's relocation services program, a handbook 
was drafted describing the services, benefits and allowances 
for the use of our employees nndfirgning dom astin transfers. 

This handbook was approved by to Mr. Sharp memo 

dated 5/31/85 and will include a statement from the Director. 
It is therefore recommended that the attached proposed 
statement from the Director be approved for inclusion in the 
handbook. 

RECOMMENDATIONS ; 1 . That the attached proposed statement^ 

from the Director be approved for ^ j 
inclusion in the Employee Relocation Handbook. j 




APPROVED: 




Director LU<*j 

EXGO. AC-/ 
Exsc, AD-liiv. 
.E^ec.AD-LES 


Adm. Servs., 
Grim. Ii'iv. 


idcit. 

!r.i?ociion 


Laborator y ' 

Lsgs' Ooun. 

Gl' ’-■'Coio. 

p;r. • •••?;> 

IvC’- 

Training 




2. After approval and signature, attached statement 
should be returned to the Voucher and Payroll Section, Room 
6888, for inclusion in the prj.<-^±ng of captioned handboo.k. . 

AB 62 . ' y y ' 

. I >,» APPROVED: ^Adt^Servs.^^1 Laboratory — 




APPROVED: 


Grim. Inv. 




Exec. AD-AU.KS 
Exec. AD-inv. i 
.&S6C.AD-LES . 


Legs! Coun. 

C:l of Gong. 

A F'iiniic Affs._ 
Rec. frig-, t. _I 
Tech Serve. 
Trainina 


Enclosure 


-'P 
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U.S. Depairtmenm Justice 








Federal Bureau of Investigation 



Washington, D.C. 20535 

July 17, 1985 


- MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 


RE: FILE SERVICE - RECORDS MANAGEMENT DIVISION (HMD) 

A description of file service provided by the RMD was 
distributed during March, 1979, This information is being 
reiterated for your assistance. 

The File Automated Control System (FACS) was implemented 
by RMD during April, 1979. FACS is an automated file inventory 
system for PBIHQ files which permits a file requester to be 
informed as to whether the requested file is available or charged 
out. In addition, the last three serials in the file are displayed 
on the FACS video display teminal, which allows the requester to 
ascertain up-to-date information regarding the file. A computer- 
generated routing slip/chargeout is produced through FACS, which is 
used for routing the file to the requester. 


PROCEDURES FOR REQUESTING FILES 


1 . Call extension | and provide the following 

information in the sequence listed below since the 
operator taking your request will be following a 
fixed format on the FACS video display terminal: 


a. Classification 

b. Case number (to include sub files, if applicable) 

c. Section (if known) 

d. Requester's name 

e. Telelift station number (TL) 

f. Room nuinber 

g. Telephone extension 

h. Subject (if applicable) 

i. Type of service (Regular, Special) 

2. If you have more than six file requests, forward them 
by routing slip to the Filing Subunit, Room 5320, 

TL 222. 
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MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 5-85 


^flrEEcofi^ 
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GUIDELINES FOR SERVICE 


% 


1 . Types of Service - RMD will make every effort to 
provide the service indicated below. This service 
applies only if the files requested are available at 
the time of the request. If the frequency of 
"Special" requests is high, the ability to adhere to 
the standards indicated below will be degraded. 
Therefore, it is important for all employees to 
exercise judgment when requesting "Special" service. 
"Urgent" service (Pickup) is reserved for Bureau 
officials at the level of Section Chief or above. 

a. Regular - Request to delivery- time - 3 hours 

Special - Request to delivery time - 1 1/2 hours 
c* Urgent - The requesting official's office will 
be called by a Piling Subunit Supervisor and 
arrangements made for pickup. 

2. Transfers - If you are forwarding a file to another 
individual, rather than returning it to RMD, call 
extension 3421. If a file is not transferred when it 
is forwarded to another employee, computer memory 
will still hold the person to whom the file is 
charged .accountable for the file. This is the single 
most important function to ensure prompt and 
efficient service. All employees must take the time 
to transfer files. Without doing so, a considerable 
amount of work hours will be, lost by requiring locate 
clerks to locate files which would otherwise not be ■ 
necessary if they were properly transferred. 

3. Returning Files - You should return files as promptly 
as possible. This will ease locate problems and will 
allow a smooth, continuous work flow. 

4. Recharges - All files must be recharged quarterly on 
the second Tuesday of Aprils July, October and 
January. 

5. Locate - To place a file on locate, call extension 

1 Thereafter, to check the status of a file 
placed on locate, call one of the following 
extensions: 

Classifications 1 - 
Classifications 93 
Classifications 106 


92, extensionX \ 

■ 105, extensions. \ 
- end, extensions. \ 
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MEMORANDUM TO ALL BUREAU 
OFFICIALS AND SUPERVISORS 5-85 



# 


# 






T 5 >^ss!stant Director, 
Administrative Services Division 



Date 

2/23/87 

ElQ,m,: lS,i.in,nB.stai::.a n,a,m,el 


Division of Assignment b g 

EL PASO b7C 


SUGGESTION 

Form(s) be prepared to flag files for National Archives, pending 
litigation, and FOI/PA. This form(s) could be inserted as top serial 
in a file, as top serial in appropriate file in a consolidated volume 
or on top of pertinent serial in a case file or consolidated volume. 
One form could perhaps be prepared where the appropriate marking, 
i.e. National Archives, could be checked or circled or separate 
forms could be prepared for each marking. Pile fronts, of course, 
would continue to be stamped. In a consolidated volume, the 
appropriate file number would be listed under the appropriate 
stamp on the file front. 

SAMPLES ATTACHED 


Bartel ''I yfyf^fr OF RECORDS, NATIONAL ARCHIVES AND 

RECORDS SERVICE (NARS) , APPRAISAL OF FBIHQ AND FIELD OFFICE RECORDS, 

_ - / f X. r 


iustmched field to remove files from consolidated volumes (con't 
Advantages of suggestion and annual savings (include basis for estimate) 


Page 


This suggestion would further flag files and serials which are not to 
be destroyed under National Archives, pending litigation or FOI/PA. 

At time of actual file destruction, it would be an additional safe- 
guard. It would also eliminate the necessity of having to remove the 
file from a consolidated volume. Having to remove files from a 
consolidated volume entails time and also leaves some consolidated 
volumes pretty thin which defeats the purpose of consolidation. It 
also leaves pretty thin files standing alone which can get easily ,lo§,t 
when placed in the closed section between consolidated volumes . 


2 ) 


Disadvantages of suggestion 

None known to suggestor. 


(The use by the United States of my suggestion shall not form the basis of a furti 
I understand that I will he considered for any justified award only if my sugges 



□ Mr. 


Mrs. O Miss 




upon the United States, 

/■ rap 9 


r/ 


Slgnaturienid Title of Suggester 


Recommendations and comments of Division' Head 1 1 

It is recommended that this suggestion be given favorable considera- "3<’ 
txon by the Bureau. -da 

“^ClfOSUEE AirACHEDi"_ 



signature and Title P. yET. 


IHAK 


(Do not write in this space - for Bureau use only) 






special Agent in.' Qiarge 


/ 








Re: Suggestion #87-87 from the El Paso Division 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION (RMD^ 
3/6/87: 


fLFB:lfb^ 


RMD has reviewed attached suggestion #87-87 from the El 
Paso (EP) Division which proposes that forms (samples attached) 
be prepared for use as a "top serial" to flag files for National 
Archives, pending litigation, and FOI/PA in addition to the 
current method of stamping the file jackets with the applicable 
retention stamp, i.e "DO NOT DESTROY - HISTORICAL VALUE - 
NATIONAL ARCHIVES" . Suggestor states the forms would further 
flag files and serials and be an additional safeguard to prevent 
material from accidental destruction. 

RMD is of the opinion that the current practice of 
stamping the file jackets with the applicable retention stamp is 
an adequate means of identifying files/serials that are to be 
excluded from destruction and that the EP proposal would only 
place additional administrative burdens on field offices. 


RECOMMENDATION : That suggestion not be adopted. 


> 



DifSStof 

liiiaSs A&='viW. 

EksS.AU-LCS 



- 3 - 




DO mi DESTROY 
If UTIL _______ 

FOI/PA MATERIAL 

X DO NOT DESTROY 
HISTORICAL VALUE 
NATIONAL ARCHIVES 








MOT DESTROY 
HISTORICAL VALUE 
NATIONAL ARCHIVES 








March 19, 1987 


^]Et!RS01IAXi 


Federal Bureau of Investigation 
El Paso, Tfexas 


Dear 





■^four ^sugqes j iion that'Xn^^r_forBlsl^e prepare*! |l^o/f.lacr,. files 

Ere^oS'’ "" gp— '*"" " 

5[iforsi^iOBb»,,aiyi^P.f'X^ .^t'snsas "been received and X thank you* 

The Recor^s’TIahageiaent Dlyttlon (EMD) has reviewed it and they 
have informed me that they believe the current practice of stamp- 
ing the file jackets is an adequate means of identifying files 
and/or serials that are to be excluded from destruction. In viev/ 
of this, RJID has recommended it not be adopted. 

Your contribution to the FBI’s Suggestion Program is 
greatly appreciated and 1 look foinfard to any other ideas that you 
may v/ish to submit for our consideration. 


Sincerely yours i 



Edwin J. Sharp 
Assistant Director 
Administrative Services Division 






Exec AD Adm. 

Exec AO Inv. 

Exec AD LES 

Asst. Dir.: 

Adm. Servs. 

Crlm. Inv. 
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Ihtell 

Lab. - 

Legal Coun. 

Off. Cong. & 

Public Affa. 

Rec. Mgnl. 

Tech. Servs Lt 

Training - ^ 

Off. Liaison & 

Int. Affs. 

Telephone Rm. 

Director’s Ssc'y 


2 - El Paso ^.-240 iJ ^ ^ / 

1 - Suggestion file \£u)^^A '7 

1 - Field personn el file & t t f ^ 

1 - Personnel file of - Enclosure 

NOTE: Suggestion and reasons for nonadoption set forth in letter 

to suggester and addendum of RMD 3/6/87-. Views attached. 
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To : Mr. GlOV^ 


Date 4/30/87 




lien H. McCreight 


Subject: PROPOSED CHANGE IN MANUAL OF 

ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 


PURPOSE ; To place in t±ie MAOP new policy information and 
instructions concerning color-coded file fronts and backs. 


DETAILS; 


REASON FOR CHANGE 



^ E»ea 

aeji c:t. 

Ada Sc^vs 
to. ;av. 

JSeat. 
i35?i3;;r.T 

l£l;:fs‘?r/ 

£*!f.C?C::(3. 

uFft!;cA;to 
?£3 _ 

TesJi.Se^-t, , 

Tmfr.lns 

iMsfiiOK-P.-n. . 
ft-lR»c{0T'S Stec’v 



Currently, file fronts and backs used by FBIHQ, field 
and Legal Attache offices are prepared on various solid colored 
card stock and are a sole source non-competitive procurement 
item. The Records Section, Records Management Division (RMD) and 
the Printing, Warehousing and Supply Unit, Facilities Management 
and Security Section, Administrative Services Division, working 
in concert with the Government Printing Office (GPO) determined 
that competitive procurement of solid white file fronts (without 
metal eyelets) and backs with various colored borders will result 
in a moneta3ry savings to the FBI. The savings cannot be — 

quantified at this time due to the competitive bidding process.-^!^' 

The GPO furnished RMD a limited number of the protot^e 
file fronts and backs for testing and evaluation. The prototype 
items proved to be very satisfactory and are constiructed in a 
fashion that cause them to be substantially stronger and more 
durable than the conventional file fronts and backs. 

By raemorandvim C. P. Monroe to Mr. Mintz, 2/27/86, 
captioned "Use of Color-Coded File Fronts and Backs", the 
procurement of color-coded file fronts and backs was appipved^ g 

MAOP is being revised to incorporate information and 
instructions regarding the color-coded file fronts and backs. 
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Enclosure 
1 - 66-1855-T 
1 - 66-16263 
1 -"Mr. Glover 

1 - Mr. McCreight (Front Office Control Folder) 

1 -I 

1 -| 

1 - Manuals Desk (CONTINUED 

1 - 66-19198 (MAOP) 

TBD;lfb 
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Memorandum from Allen H. McCreight to Mr. Glover 
Re: Proposed Change in Manual of 

Administrative Operations and Procedures (MAOP) 


Required contact was made with the Manuals Desk, RMD, 
for the necessary coordination and assistance prior to the 
preparation of this memorandum. 


CHANGED TEXT 

MAOP, Part II, Section 2-4 (1) , page 281, delete and 
insert the following: 

FBIHO. fieldfand Legal Attache file fronts and backs are 
white with color-coded borders to facilitate sortinaj/arouting and 
enhance security. Form 4-596 has a black border and is used for 
FBIHO investicrative and administrative files. Form 4-596a has a 
yellow border and is used for FBIHO non-oersonnel files stored 
and maintained in the Personnel Records Subunit .*^^*''~Form FD-245 has 
a brown border and is used for field office criminal 
investigative and administrative files. Form FD-245a has a green 
border and is used for field office informant and asset files. 
Form FD-245b has a blue border and is used for all Legal Attache 
office files. Form FD-245c has a red border and is used for 
field office security investigative files. Form FD-245d is solid 
white and is used for field office personnel files. 

SAC MEMORANDUM 


Appropriate memorandum to All Special Agents In Charge 
has been prepared and is attached. 


RECOMMENDATION : That the aforementioned manual change and 

attached memorandum to All Special Agents in Charge be approved 
and forwarded to the Manuals Desk, RMD, for appropriate handling. 
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U.S. Depart 



f Justice 


Federal Bureau of Investigation 




Office of the Director 


Washington. D.C. 20535 


(Typed April 30, 1987) 
PERSONAL ATTENTION 


MEMORANDUM TO ALL SPECIAL AGENTS IN CHARGE: 

RE; MANAGEMENT OF FILES - FILE FRONTS AND BACKS 


As you are aware, file fronts and backs are currently 
prepared on various solid colored card stock. FBIHQ has 
satisfactorily tested and evaluated a less expensive, stronger and 
more durable file front and back prepared on white card stock with a 
color-coded border that will identify the various categories of 
investigative and administrative files. The color-coded border 
corresponds to the color scheme presently being used in the field and 
Legal Attache offices. The file fronts contain a succinct statement 
indicating the category of material to be filed in each and are 
numbered as follows: 

Form FD-245 - White file front and back, brown border , 

for field office criminal investigative 
• and administrative files. 

Form FD-245a - White file front and back, green border , 

for field office informant and asset files. 

Form FD-245b - White file front and back, blue border , for 
all Legal Attache office files. 

Form FD-245C - White file front and back, red border , for 
field office security investigative files. 

Form FD-245d - White file front and back, no border , for 
field office personnel files. 



Bicentennial of the United States Constitution (1787'1987) 
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Memor^dum to All Special Agents in Charge 
Ke: Management of Files - Pile Fronts and Backs 


Form 4-596 - White file_ front and back, black border , 

all FBIHQ investigative and 
administrative files. 

Form 4-59 6a - White file front and back, yellow bordP-r ^ 
for non-personnel files stored and 
maintained in the Personnel Records 
Subimit, FBIHQ. 


T?t>Turt TT file fronts and backs are being placed in stock at 

2Sts and°baS5^?J^«?nnJ conventional solid color file 

ironrs and backs in stock, future requests for these items will be 

filled with the aforementioned color-coded forms. 


Appropriate manual changes are forthcoming. 




John E. Otto 
Acting Director 


t 


\ 


Director, FBI 


SUGG^TION 


4/21/B7 

Division of Assignment 

Milwaukee 


:sTioN FCI, Informant and Personnel files are color-coded mainly 

for security due to the nature of their contents. It is suggested 
this procedure be expanded to color-code files by program, such as 
dark blue for Organized Crime, yellow for White Collar Crime, 
light blue for reactive squad classifications (General Property 
Crimes, General Government Crimes, Personal Crimes, Fugitives), 
pink for Administrative files, etc., etc. 


Current practice or rule (Include manual citation as well as facts) 

Only FCI, Informant and Personnel files are color-coded, 
files are the basic brown. 


All other 


Advantages of suggestion and annual savings (include basis for estimate) 

Such a procedure would expedite routing and practically eliminate 
misfiles. Considerable time and effort could be saved, particularly 
in the large offices xvhere hundreds of files are continuously in 
routing. Since the majority of files are brown, searches for lost 
files consists of a canvass of thousands of these brown files. 
Color-coding v/ould sharply reduce and should eliminate the search 
for lost or misfiles. 


Disadvantages of suggestion 

None. 


(The use by the United States ol my suggestion shall not form the basis of a further claim of any nature by me, my heirs, or 
assigns upon the United States. I understand that I will be considered lestlon Is adopted 

within two years after submission.) File . _ 

I — I I — I c— a Supervxsor 

* -J Mr. L— JMrs, k£23m1ss 

I ■ ■ Jggester 

Recommendations and comments of Division Head ThlS SUggeStion appears fO 5e § logical 

one, although I do note that a very few classification numbers 
fall into different programs/ depending upon alpha c3e&ignator , 
such as 31, 145, and 194 matters. ^is negates pvM/M thg, ^antages 
cited by suggestion. I do recomma n ^ T . 


(Do not write in this space - for Bureau use only) 


of this suggestion. 
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3^ Bureau 

z- Milwaukee (1-PF 
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(1-66-1586) 
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Suggestion #176-87 from the MMwaukee Division 


RMD has reviewed attached suggestion #176-87 concerning 
the expansion of color-coded files by program, i.e. Organized 
Crime, White Collar Crime, etc. 

RMD notes that file fronts and backs currently used by 
FBIHQ, field and Legal Attache offices are color-coded using 
brown, green, blue, red, white, black and yellow for specific 
classifications to facilitate sorting, routing and enhance 
security. RMD is of the opinion that to color code file jackets 
according to program, not classification, is not cost effective 
and there are not sufficient classifications within a program to 
warrant a separate breakdown. 

RECOMMENDATION ; That suggestion not be adopted. 


/approved; 

Director 
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June 22, 1987 
PERSONAL 


b6 

b7C 




Peaeral Bureau of Investigation 
Milwaukee, Wisconsin 



I, w 


Dear 


We have received your sugaagfciQ^ tha-t ^les be.,,,.fiolor~ 
coj ed and the Records Management Division (RIB3) was 

afESfaeS^illi" 'opportunity to evaluate it. Pile fronts and backs 

currently used throughout the Bureau are color-coded using brown, 
green, blue, red, white, black and yellow for specific classifi- 
cations in order to facilitate sorting and routing as well as to 
enhance security. KI4D is of the opinion that there are not suffi- 
cient classifications within the different programs to warrant a 
separate breakdom and they have therefore recommended that this 
proposal not be adopted. 


Although a more favorable response could not be offered 
in this instance, I am very pleased that you took the time to pre- 
sent your idea for the consideration of our Suggestion Program. 
Should you have any further ideas, they will, of course, be more 
than welcome. 


Sincerely yours. 


■/- 


APPROVED: 


Director 


Exec AD-Adm. 
Exec AO-inv — 
Exeo:-At>iliE8> 


Adm. Serve. 
Grim. Iny._i 
went. — , 
Inspection . 
Irrtcll. 


Lsberatory _ 
. Legal Coun-. 


. Oil. ot Opnfl. 

. & Public AKs. 
.Off otUa. 
&tml Affe. 

. Rec. Mgmt, 

. Tech. Serve. 

. Training 



Edwin J. Sharp 
Assistant Director 
Administrative Services Division 
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Exec AD Adi 
Exec AD InvF 
Exec AD LES . 
Asst. Dir.: 

Adm. Servs. . 

Crim. Inv. 

Idem. 

Insp. .... . . 

intell. 

Lab. 



J7 jurj 23 1987 


'^2 - Milwaukee 

1 - Suggestion file 

1 — Pield personn el fxle 

1 - Personnel file of - Enclosure 

NOTE: Suggestion and reasons for nonadoption set forth in letter 

to suggester and addendum of RMD 6/9/87. Views attached. 
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Dlcector, FBI 


From; (Suqqester's oame) 


Date 


1/7/87 


Division of Assignment 

RECORDS MANAGEMENT 


”b6 

b7C 


SUGGESTION 


/ 


A form be made for requesting files from the Filing Subunit^ 
Records Section^ Records Manaeement D’ivision. 

Ov- 

Vi 





Current practice or rule (Include manual citation as well as facts) 

When requesting files, file numbers are now being written on any 
available sheet of paper with sizes ranging from 3x5 to legal size 
paper . 


Advantages of suggestion and annual savings (include basis for estimate) 

Requests for files would be received in a uniform format. All 
needed information would be present. This would enable the VDT 
operators to process the requests more efficiently. 

One GS 5/6, annual salary of $16,790, processing these requests 
each day, even a 10% increase in efficiency would save over $1,679 
per year. 



Disadvantages of suggestion 


None apparent 


DE-182 



(The use by the United Slates of my suggestion shall not form the basi 
assigns upon the United States. I understand that I will/te considered 
within two years after submission.) / 

t ' I Mr. Liz!'! Mrs. n 


JMIss 


Recommendations and comments of Division Head 


See attached page. 


(Do not write in this space - for Bureau use only) 

0 , 9 ^ ■ '' 
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'if. 


FBl/DOJ 


A review of the suggestion of the employee has been 
conducted by supervisory personnel in the Records Management 
Division. The suggestion has merit and is being implemented. 
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PRINTED FORM 



□ Regular 

□ Special 
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*° : Hr/HJTintz 


Date 2 / 27/86 


From/J):'c. P. Monroe 


Subject: USE OF COLOR- CODED 

FILE FRONTS AND BACKS 


/MS 


Ex*c Ad 

Ex 0 C AO (fJcS 

Ajst. Dir.: 

Adm. Seivs. 

CfiiJ. Inv. 

Ident. 

Inlell 

Laboroforjr ■ ■ - ■ 
Legol*C<itf^ — 
Plon. 


T ioiniii^^_ — 
Public M;^0'(f. _ 

Telephone'^Rjn. 

Director') Se^)y — 


Re Monroe memorandum, 6/27/S5, captioned 

"utilization o± New Color-Coding Design for File Fronts and Standardized 
File Backs," (copy attached). 

PURPOSE ; To propose that white file fronts (without metal eyelets) 
and backs with various color-coded borders be procured and placed in 
stock at FBIHQ for issue to the field offices. Legal Attache offices 
and FBIHQ contingents. (See sample of prototype attached.) 

RECOMMENDATIONS ; 1. That white file fronts (without metal eyelets) 

and backs with color-coded borders as described below be approved for 
use by all field offices. Legal Attache offices and FBIHQ contingents. 

If approved, form numbers will be assigned as indicated. 

APf'r.C’Vp'O: / 


v> 

S 




f«*eo. AD-LES 



1 wiur.q . 




2. If recommendation number one is approved, recommend that 
the Property Procurement and Management Section, Administrative Services 
Division (ASD), arrange to procure and place in stock at 
file fronts and backs. I ‘ 




APPROVED; 

Adm. 



Dirscicr . . 





inPDE' 

AO"1.c<]Lx 

misil. 


l..'ibar -k-ry 


He 
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3. Upon approval of recommendations one and two, recommend 
that the Records Management Division (RMD) prepare an appropriate^offi 
to all field offices. Legal Attache offices and all Bureau Officials 
and Supervisors advising of the new color coded file fronts and backs 
which are to be placed in use upon depletion of the existing supply 
of the conventional file fronts and backs. AFPHCVED: -■ Adm.Ssr.'S. — ^ 


ufiicSi: 


Enclosures 
1 - Mr, Mints 
1 - Mr. Sharp 
1 - Mr. Monroe 

TBD jcgz C 77 
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Memorandum from C. P. Monroe to Mr. Mintz 
Re: Use of Color-Coded 

File Fronts and Backs 


DETAILS : Currently, file fronts and backs used by FBIHQ, field offices, 

and Legal Attache offices are prepared on various solid colored card 
stock with metal eyelets, and are a sole source non-competitive procurement 
item. The Records Section, HMD, and the Printing, Warehousing and 
Supply Unit, Facilities Management and Security Section, Administrative 
Services Division, working in concert with the Government Printing 
Office (GPO), determined that competitive procurement of a solid white 
file front (without metal eyelets) and backs with various colored borders 
will result in a monetary savings to the FBI. However, the savings 
can not be quantified at this time due to the competitive bidding process. 

In August, 1985, the GPO furnished KMD a limited number of 
the prototype file fronts and backs for testing and evaluation. The 
prototype items have proven to be very satisfactory and are constructed 
in a fashion that causes them to be substantially stronger and more 
durable than the conventional file fronts and backs. 

In view of the success with the prototype file fronts and 
backs and the savings that will be realized from the competitive procurement 
process, RMD proposes that the white color-coded file fronts (without 
metal eyelets) and backs be procured and placed in FBIHQ stock for 
distribution and use by the field offices. Legal Attache offices and 
FBIHQ contingents upon depletion of the existing supply of the conventional 
file fronts and backs. If approved, proposed file fronts and backs 
will be color-coded and assigned form numbers as indicated below: 

° White file front and back with black border - FBIHQ Investigative 
and Administrative files. Form 4-596. 

° White file front and back, yellow border - FBIHQ non-personnel 
files stored and maintained in the Personnel Records Subunit, 

Form 4-596a. 

° White file front and back, brown border - Field office 
Criminal Investigative and Administrative files, Form 
FD-245. 

° White file front and back, red border - Field office security 
investigative files. Form FD-245c. 

“ White file front and back, green border - Field office 
Informant and Asset files. Form FD-245a. 

° White file front and back, no border - Field office personnel 
files - Form FD-245d. 

° White' file front and back, blue border - all Legal Attache 
office files, Form FD-245b. 
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U.S. Departmenj^ Justice 
Federal Bureau of Investigation 


PERSONAL ATTENTION 
MEMORANDUM L6-87 


Washington, D.C. 20S35 


June 9, 1987 

MEMORANDUM TO ALL SPECIAL AGENTS IN CHARGE: 


RE: MANAGEMENT OF FILES - FILE FRONTS AND BACKS 




As you are aware, file fronts and backs are currently 
prepared on various solid colored card stock. FBIHQ has 
satisfactorily tested and evaluated a less expensive, stronger and 
more durable file front and back prepared on white card stock with a 
color-coded border that will identify the various categories of 
investigative and administrative files. The color-coded border 
corresponds to the color scheme presently being used in the field and 
Legal Attache offices. The file fronts contain a succinct statement 
indicating the category of material to be filed in each and are 
numbered as follows; 


Form FD-245 


Form FD-245a 


White file front and back, brown border , 
for field office criminal investigative ' 
and administrative files. 

White file front and back, green border , 
for field office informant and asset files. 


Form FD-245b - White file front and back, blue border , for 
all Legal Attache office files. 


Form FD-245C 


Form FD-245d 


White file front and back, red border , for 
field office security investigative files. 

White file front and back, no border , for 
field office personnel files. 
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5 6-9-87 

f MEMORANDUM 16-87 

Bicentennial of the United States Constitution (1787'1987) 


* • 

Form 4-596 - White file front and back, black border . 

all FBIHQ investigative and 
administrative files. 

Form 4-596a - White file front and back, yellow border , 
for non-personnel files stored and 
maintained in the Personnel Records 
Subunit, FBIHQ. 


The new file fronts and backs are being placed in stock at 
FBIHQ. Upon depletion of the supply of conventional solid color file 
fronts and backs in stock, future requests for these items will be 
filled with the aforementioned color-coded forms. 

Appropriate manual changes are forthcoming. 


John E. Otto 
Acting Director 


6-9-87 

MEMORANDUM 16-87 
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April 24 r 1987 
PERSOUAI* 


IfJ 


y/c" 
■ J y 

fi fir' 


Pe<aeral Bureau of Investigation 
IJashingtojx# D* C» ^ 



^ I am pleased to -inform yon tbat yonr suggestion, of a 

.staa&ar<l-£ile^,remiest f orra.-, has been approved and the necessary 

steps are already being taken to implement it* The operations 
of the Piling Snfonxiit* Records Section# Records Management Divi- 
sion# will tmdonbtedly benefit through the use of this form and 
you are to be comasnded for bringing your proposal to our 
attention. 






fiFFftQ!^ED: 

■Dlreotof 

Escec, AO-Adm.. 


Q:: 

cr 


Should you have any other recommendations that you 
believe could be of interest to either your division or the FBI 
as a whole# please be assured, that they will be given every con- 
sideration and would be more than welcome. 



Sincerely yoursi 


Acb-D-Sorva.. 
Ciliii. In-/. 



ln£j.Li,iT’n 

iri^eij. 


Laboratciv . 

legal Coixi. 

Q!f. of Cong. 
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iX ruOl.C AU3 . ^ , 4 4, 

Rec.ivsgni. [ a''^ Bdwxu d. Sharp 

Tech, sarvs.' ^ > Assistant Direi 


. TecJi. Sfflvs., 
Tnnrtiw 


Assistant Director 
Administrative Services Division 


I'lr. McCr eight ( Personal Attrition) ^ « — An; — / i 

Ho monetary recognition is being granted inasnuea 

as there will be only an increase in efficiency# rather than 
a true cost savings resulting. Please advise the Suggest 
Desk \fhen this suggestion has been implemented. / 

Forms and S ennrts ManaCTPmp-ni- Desk, EMD - Enclosure - For Ac€ion 
Attention: Room 4901. ^ 


'M 7 /fy 


toted 


1 - Personnel file of| |- Enclosure nm.cUjf^/ 

HOTE: Suggestion set forth in letter to suggester and 

1/7/87 with attached El-ID addendum advising suggestio n h as been 
approved and is being implemented. Therefore, upon approval, sug- 
gester being advised that suggestion has been approved. Views 
attached. -i ^ ' 


Suggestion #135-87. 







Kee Sjjgg6stiori\ 
52 (■Qev. 9-11-59) 


From: (Suggester's name) 


5/10/88 

Division of Assignment 

SAVANNAH 


Director, FBI SAVANNAH ^ 

SUGGESTION ^ 

Redesign the file folder similar to attached so that on the 
front of the jacket of Volume 1 and all subsequent volumes the file 
numbers for the 00, Bufile and all auxiBary offices are conspicuously 
postec^ 

/ .'i f I 


t 


Current practice or rule (Include manual citation as well as facts) 

Only P.O. and Bufile appear on jacket and there is no easy 
method to locate file numbers of auxiliary offices particularly where 
complex , mu l t i — volume f. i . l .e. s are c.o.n.cex.n , e . d .. — 

Advantages of suggestion and annual savings (include basis for estimate) 

There is no way to estimate the time spent annually by Agent 
and clerical personnel in examining F.O. files in efforts to locate the 
file numbers for auxiliary offices when preparing outgoing communica- 
tions. This is particularly wasteful of employee time when the case 
encompasses several volumes or in instances in which the case Agent 
is assigned to a Resident Agency and does not have ready access to the 
case file when attempting to dictate teletypes. 


Disadvantages of suggestion 

A large supply of "old style" jackets remain in inventory and 
a decision as to the disposition of those, plus the expense involved in 
the production of the newly proposed jacket may not prove cost effective 
The use of a rubber ink stamp to provide space for information suggested 
until old supplies are exhausted would alleviate the expen-s^ involved in 

(The use by the United States of my suggestion shall not form the basis p{ a further Clatm o( gBY natlirs hi/Jhft. my heirs^ay^ 
assigns upon the United States. I understand that I will be considered .on is daapted.. 

within two years after submission.) neW [jaCket.S . 

. Z' iOwr. dlhirs. 1 I mism ^ _ S - P . S . £ . i , a . l — 

[ / , Aaeni-. 

Recommendations an^^omments of Division Head, 

This suggestion has merit and should be considered for adap€x^e 


re arvdvrme. _A* 


(Do not write in this space - for Bureot!ii*^se only) 
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Re: Suggestion #136-88 from the Savannah Division nUj^ 

ADDENDUM OF THE RECORDS MANAGEMENT DIVISION fRMD^ ('LFBlIfb 


EMD has reviewed attached suggestion #136-88 from the 
Savannah Office proposing that Form FD-245 (File Front) be 
redesigned (sample attached) to record auxiliary office file 
mmbers on it. 

Current policy as set out in MAOP, Part II, Section 2- 
4.3(6), page 286, allows field offices to record auxiliary office 
file numbers on the inside of the file front. Each investigative 
employee should organize and manage the recording of axaxiliary 
office file numbers in a manner that best suits his/her 
individual style. 

In addition, the Universal Case File Number concept in 
which each case file in the Bureau will be referred to by the 
same nxamber in all offices regardless of whether that office is 
the Office of Origin or Auxiliary Office will be tested in select 
field offices in the near future with Bureau-wide implementation 
anticipated to begin January, 1989. 

RECOMMENDATION : That the suggestion not be adopted inasmuch as 

current policy provides an adequate means of recording auxiliary 
office file numbers. 


APPROVED; 


Director 

Exec. AD-Adm. 
Exec. AD-lnv — 
Exec. AD-LES 


Adm. Serve. 

Crim. Inv. 

Ident. 

.Inspection _ 

. IntEll 

.Laboratory , 
. Legal Coun, 


.Off. of Cong. 
. & Public Affs. 
. Off. of Lia, 
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. Tech. Serve. 
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Memoranduiji Hff 




From r 


Subject : 


Mr. McCreight f) 

• -k /s^ 

f? 


Date 


9/15/87 




PILE SERVICE 
RECORDS MANAGEMENT DIVISION (RMD) 


B Ui 


Ex«e AD Adm. 

Exec AD Inv 

Ex»c AD LES 

A$st. vD]r.: j, 

Adm. Ssrvs. , . . 

Crim. Inv. - 

Idanf. 

In*p. 

Intatl. 

L>ab. 

Lagal Coun. 

Off. Cong. & 
Poblk Aff., 1„ 
Roe. Mgnt. - 

Toch. Sorvc. 

Training * 
Tatophonci _ 


PTOPOSE; To reconunend that all RMD file users be reminded of 
certain essential file procedures on a regular basis. 


recommendation ; 

conferences on a 
file proceduresT 

^ ^ 


That RMD officials and managers utilize routine 
quarterly basis" to remind employees of essential 


APPROVED: 


Dirsclor 

Exsc. AD-Adm. 
Exec. AD-Inv. „ 
Exec. AD-LES 


Adm. Serve. 
Crim. Inv — 

Went. 

.Inspection . 
. Intsll.. 


. Laboratory . 
. Legal Coun. 


. Off, of Cong. 

. & Public Affs 

.OlfofLia. 

.Tech Servs. 

.Training ____ 




.0 


DETAILS I File request surveys by RMD and the Inspection Staf^ ' - . ^ 

have consistently disclosed that the majority of files’ requestedV/' j 
are used in RMD, particularly by Freedom of Information - PrivacyB^ 

Acts Section and Operations Section. ? . '// » Si ^ 

^ *■ ■f ^ 

^ Since RMD entities generally require files for extlended 

pepods and often move files from one unit to another, it is 
vital that RMD employees meticulously follow all prescribed file 
procedures especially with regard to the transfer and recharge of 
files. 
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Memorandum from to Mr. McCr eight 

Re: Pile Service 


I Records Management Division (RMD)>. 


The File Automated Control System (FACS) can only work 
if it receives accurate data from the file usdf. A recent 
unfortunate occurrence involved an urgent file request from an 
Executive Assistant Director. The file he required had been sent 
to an RMD employee who failed to properly transfer the- file to 
another user. Ensuing difficulties in locating the file 
prevented RMD from providing the expedient service required. 

In order to assist RMD officials in enforcing 
established procedures, the Filing Subunit will provide 
documentation of any future deviations for Section Chief review 
and appropriate corrective action. 

The attached memorandum is furnished to assist in 
reminding RMD Pile users of the importance of following 
ip- prescribed procedures thereby facilitating file service to all. 
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.Depar^H^i 


t of Justice 


Federal Bureau of Investigation 


Washington. D.C. 20535 


September 16^ 1987 


. MEMORANDUM TO ALL BUREAU OFFICIALS, SUPERVISORS AND FILE USERS 
RE: FILE SERVICE ~ RECORDS MANAGEMENT DIVISON (RMD) 

The File Automated Control System > (FACS) is ah 
automated file inventory system for FBIHQ files which provides 
locate- information. It can show whether the file is in RMD 
storage or to whom it is charged out. In addition, the last 
three serials in the file are displayed on the FACS video 
display terminal, which allows the requester to ascertain up- 
to-date information regarding the file. FACS CAN ONLY BE 
EFFECTIVE IF FILE USERS KEEP IT INFORMED REGARDING FILE 
TRANSFERS . 

1. PROCEDURE FOR FILE REQUESTS ' 

^ 1. Call extension Provide the following 

information in sequence since the operator 
taking the request will be following a fixed 
format on the FACs video display terminal: 

a. Classification 

b. Case number (to include sub files, if 
applicable) 

c. Section (if known) 

d. Requester's name • 

e. Telelift station number (TL) 

. • f. Room number 

g. Telephone extension 

h. Subject (if applicable) 

i. Type of service , (Regular , Special) 

2.' Forward requests for more than six files by 

routing slip to the Filing Subunit-, Room 5320, 

■ TL 222. 

-2. PROCEDURE FOR FILE TRANSFERS 

■ . \ Call extension Provide data in a. through g. 

above for transferee,' or new requester. ACCURATE DATA IS 
ESSENTIAL to permit efficient file locates for future 
—requesters, who may have emergency needs 1 . Common sense dictates 
• that "FACs will fail to achieve its purpose unless it receives ■ 
file; user "Support. , _ ^ ‘ ' ' — ' 




1 icLOSURE 





t 


3. PROCEDURE FOR FILE LOCATES 


# 




Call extension| |to place a file on locate.. 

Provide data in a. through g. above. .Thereafter call one of 
■ the- following extensions to check the status: 

Classifications.! - 92, extension 
■ . Classifications 93 -.105, extensiprJ^ 

Classifications . 106 ~ end, extension 

4. FILE RECHARGES 



If retained by the requester (or transferee) , all 
files must be recharged quarterly on the second Tuesday of 
January, April, July, and October. 


5. FILE RETURNS 


b6 . 
b7C 


Files should be returned to RMD as soon as possible. 
Prompt file returns will ensure timely availability to future 
requesters. 

6. GUIDELINES FOR SERVICE 


RMD will make every effort to provide the service 
indicated below the file requested is in RMD storage at the 
tints of request. If "Special" requests are overused, or used 
unnecessarily, RMD will be thwarted in achieving its service 
goals. Therefore, it is important for all requesters to 
exercise good judgment when requesting "Special" service. 
"Urgent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above. 

a. Regular - Request to delivery time - 3 hours 

b. Special - Request to delivery time - 1 1/2 hours 

c. Urgent - The requesting official's office will be 
called by a Piling Subunit Supervisor and 

■ ■■ arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
to all file users. ... ■ ■ 
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Me&or^dum V 


•T- 




To 


From 


Mr. Glover 


Date 9/16/87 


^V^llen H. McCreight 


'■ \ 





Subject: PILE SERVICE AND REQOES^ROCEDDRES 

RECORDS MANAGEMENT DIVISION (RMD.) 


PURPOSE ; To recommend the attached memorandum be sent to all 
Bureau officials, supervisors, and file users. 

RECOMMENDATION; That the attached memorandum be approved and 


dis' 


istributed. 


APPROVED: 




. iJ', P 

iM' n 


St/ 


QL 




Director 
Exec. AD-Actm, 
Exec. AD-Inv. 
Exec. AD-LES 


Adm. Serve. 

Grim. Inw. 

Ident. 
Inspection 


r Inspectii 

I. lniell._ 

^ LuPcrab 


Moratory . 
Legal Coun. 


. Off. of Cong. 

. & Public Affs. 
. Off of Lia. 

. & inti. Affs. 

. Rec. Mgmt, 
.Tech Servs. 

. Training 


Exb& AD Adm. . 
Exsc AD inv. __ 
Exec AD LES _ 
Asst. Dir.: 

• Adm. Servs. _ 
Crim, Inv. 


Ident. . 
Insp. _ 
Intell. . 

Lab. ... 


Legal Cegn. 
Olf. Ceng. & 
Public Affs 
Rec. Mgnti 
Tech. Serve. 
Troinlng 



Telephone Rm. 
Director's Sec'y . 


1. 


Q 


DETAILS ; Recent occurrences have demonstrated the need to 
reiterate certain file procedures for the benefit of all FBIHQ **■/ 
file users. These procedures have not been reviewed since a 
memorandum of 7/17/85. In view of EBIHQ personnel turnover in 
recent years, it is now appropriate to remind file users of 
procedures deemed essential for effective, efficient file service 
by RMD. Of particular importance is the necessity to ensure all 
file users are reminded of the absolute need to properly transfer 
files. Failure to properly transfer a file vitiates the purpose 
of the File Automated Control System and severly impairs RMD file 
service efforts to the subsequent detriment of requesters. 

The attached memorandum has^een pre^^ea to remind all 
FBIHQ file users of established, essential procedures. 

Enclosure 
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66-18090 
1 - Mr. Glover 
1 “ Mr. McCreight 
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3. PROCEDDRE FOR FILE LOCATES 


Call extension 

Provide data in a. through g. 


to place a .file on locate, 
above. Thereafter call one of 


the following extensions to check the status: 

Classifications 1 - 92, extension's. 
Classifications 93 - 105, extensio^ 
Classifications 106 - end, extensioi\ 

4 . FILE RECHARGES 



If retained by the .requester (or transferee) , all 
files must be recharged quarterly on the second Tuesday of 
January, April, July, and October. 


5 . FILE RETURNS 


b6 

b7C 


Files should be returned to RMD as soon as possible. 

Prompt file returns will ensure timely availability to future 
requesters. 

I 

6. ' GUIDELINES FOR SERVICE 

RMD will make every effort to provide the service 
indicated below the file requested is in RMD storage at the 
time of request. If "Special" requests are overused, or used 
unnecessarily, RMD will be thwarted in achieving its service . -■ 

goals. Therefore, it is important for all requesters to -..ji-S-’ 

exercise good judgment when requesting "Special" service. 

"Urgent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above. 

a. Regular - Request to delivery time — 3 hours 

Special ~ Request to delivery -time - 1 1/2 hburs 
c. Urgent - The requesting official's office will be 
called by a Piling Subunit Supervisor and 
arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
to all file users. 




John E. Otto 
Acting Direct.or 
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May 23, 1988 
PERSONAL 


b6 

b7C 


reueraj. Bureau o£ investigation 
Savannah, Georgia 



/ Dear 


^//4j 


has-Beeff-tHorrogcfhlv 

prxate periSiniHlr^i: pbx Headquarters. It may Interest you to know 
that current policy allows field offices to record auxiliary office 
file numbers on the inside of the file front- Furthermore, other 
procedures are being tested to ensure continued efficiency in this 
As ou3T3r©nt poXxcy pxovXciss an ad^guat© luoans of jrocoxdxng' 
auxiliary office file numbers, no further action is being taken on 
your idea. 


X' 


:> 


‘~0 

oo 

cn 


Cvi 


_ The interest demonstrated by you in the FBI's Suggestion 
Program is appreciated. I encourage you to continue to share any 
further ideas that you may have. 


_4 


Sincerely yours, 

PE-213 

Edwin J, Sharp 
Assistant Director 
Administrative Services DlVisiibH 



Vi, 


2 - Savannah 

1 - Suggestion file 

1 - Field office file 

1 Personnel file of ^ Enclosures (3) 

NOTE: Suggestion and reasons for nonadoption set forth in letter 

to suggester and addendum of RMD dated 5/17/88. Views attached. 
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Suggestion #136-88 
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Exec AD LES 
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Ident 

Insp. 

Inlell 

Lab. 

Legal Coun 

Off. Cong. & 

Public Affs. 

Rec, Mgnt. 

Tech. Servs 

Training 

Off. Liaison & 

Int- Affs. 

Telephone Rm. 

Director’s See'y 








Employes Suggestion 
FD-252 (Rev. 10-26-84) ^ < 

* .A 


# 




40 


To: Assistant Director, From: [ Suggester’s name) 

Administrative Services Division SSA 

SUGGESTiON 


Date 

7/13/88 

Division of Assignment 
ASD/ASD 


To purchase and use improved, multi-section file jackets for ai; 
newly-hired FBI employees. Existing file jackets in use would be 
^ 4ttritioned out as employees resign or retire. r~> ) r 


The proposed jackets would consist of 5 sections as opposed to 

-the present 2 (inside of left and right sides). Suggested format for the 
-proposed sections are: I. Permanent Brief Section (applications, photos, 

questionnaires, salary data, etc.). II. Performance Section (PARs, 
Performance Plans, ratings). Ill, Health Section (physicals, lab data. 
Workman's Comp claims, waivers, etc.). IV. Commendations and Disciplinairy 
data, and V. Miscellaneous Personnel Documents (SF-50's, BDAP background 
checks, transfer letters, acknowledgments, retirement elections, etc.). 

are randomly put, in rough 

chronological order, into one or two file sections, without any specific 
order or logical sequence. 

Advantages of suggestion and annual savings (include basis for estimate) 

1. Faster retrieval of desired data/ information. 

2. More logical organization of documents. 

3. Standardized filing process and document location xn all fries • 

4. Would greatly enhance time savings and accuracy of any future 
automation effort directed at Bureau personnel files. Time savings 
would accrue during manual loading process (from documents onto 
magnetic media) due to less time spent segregating, similar documents 
for loading. 

5 . Would hasten management time spent reviewing these files for 
promotional and other purposes. Specifically, would aid Career 
Board deliberations by reducing time spent reviewing candidate files 

^ for r ^.e3; ^ - n - t — i - n - fo - mation (PARs-y — Gommendatiensy ete^ ) -^ 

Disadvantages of suggestion 

1. Suggested 5- or 6-sectional file jackets would have a slightly higher 
unit cost than present 2-section green ones. 

2. Would require slightly longer time to evaluate and categorize personnel 

(The us^pjj/^ ^hallnS?m^fh^Ss'of^ furt iat?re^^by~n^j^l7Jr'^^^S;^i^^pontiTi ^>i^§^S^ ^ 

I understand that I will be considered for any justified award oniy if my suggestion is | I 


i Mr. □ Mrs. □ Miss 


Recommendations and comments of Division Head 










Signature anp/fitli 


(Do not write in this space - for Bureau use only) ^ . - 


t t ‘mi mm ^4^ 
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Suggestion from Sa[ 

Services Division, Dated 7/13/8« 


to Assistant Director, Administrative 


b6 

b7 


ADDENDUM: RECORDS MANAGEMENT DIVISION (RMD), 8/1/88, JWP;jlh 


RMD appreciates the suggestion offered by Administrative 
Summary Unit, Administrative Services Division, regarding the adoption 
of a multisection Official Personnel Pile (OPF) folder. RMD does 
not however, concur with the suggestion. 

RMD is cogizant of the difficulty in locating a particular 
serial in many instances as the file folders are currently configured. 
A number of years ago, the suggestion of a three sided folder was 
adopted and implemented which created a great deal of confusion 
to those not indoctrinated in how to retrieve mail. As a consequence, 
RMD has reverted back to utilizing only a two sided file folder 
with recorded and non-recorded mail therein. 

Some of the additional disadvantages noted are: 1) the 

extra cost to produce this type folder, 2) experience has determined 
great difficulty exists in properly processing of mail designated 
for the personnel files without having to add the complication of 
what section of a multisection file the particular piece of mail 
would be filed in, 3) the increased bulkiness of the file folder 
in multisection would exacerbate an already over crowded storage 
space, both for in-service and out-of-service personnel files, 

4) the more bulky, unwieldy files would become torn and unmanageable 
due to the stress placed upon the individual sections, 5) the friction 
and wear of having multi fastners (Acco type) in the file would 
result in damaged documents, and 6) the number of misfiles would 
increase proportionately to the number of sections utilized in an 
individual folder. 

Since 11/86, the medical records on all employeei-have been 
maintained in separate medical folders. Also, depending upon the 
seriousness of an employee's misconduct, a separate file is opened 
by the Office of Professional Responsibility, Inspection Division 
to store documentation of investigation conducted. This, along 
with the aforementioned medical folders, would negate a need for 
a section to maintain these types of administrative material. 

In summary, the disadvantages of the multisection OPF folder 
greatly outweigh any positive benefits which would accrue should 
the suggestion be adopted. 
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August 12, 1988 



Federal Bureau of Investigation 
Washington, D, G, 


r 


ear 


; / 


b6 

b7c 


/Uhe evaluatiifin of your suggestion to purchase and use 
Improved, :ault i sectloj^i le jackets for all newly hired FBI em- 
l;.,^loyees has been completed. ' After careful consideration by the 
' Records Ilanagement Division (SMD), it was determined that your 

suggestion should not be adopted, and several reasons were given. 
Rl-lD is cognizant of the difficulty in locating a particular serial, 
and a 3-sided folder was used a number of years ago. However, this 
created a great deal of confusion in the retrieval of mail, and as 
a result, RMD reverted to the 2-sided file folder. Additionally, 
R14D noted the extra cost factor. Also, a greater difficulty exists 
in determining what section of a multisection personnel file the 
particular piece of mail would be filed as well as the increased 
bulkiness, both for in-service and out-of-service personnel files, 
with the possibility of them becoming torn and unmanageable. Since 
it is believed the disadvantages greatly outweigh any positive 
benefits, your suggestion will not be implemented. , 


O 

o 

a 


CO 

oo 


C3 


Although your proposal will not be adopted, I appreciate 
the time and effort you expended to submit your idea for our 
review. I look forward to any further contributions you might 
V7ish to make to benefit Bureau operations. 


Sincerely, 
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Edwin J. Sharp 
Assistant Director 
Administrative Searvices 
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Legal Coun. ^ 
Off. Cong. & 
Public Affs. 
Rec. Mgnt. _ 
Tech. Servs. _ 
Training 
Off. Liaison & 

Int Affs. 

Telephone Rm. 
Dli^ior's Sec'y . 


}- Enclosure 

_ Suggestion and reasons for nonadoption set for 

-to suggester with addendum of RMD dated 8/1/88. Views 
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Employee Suggestion 
FD-252 (isiev. 10-26-S-4) 
If ■ ^ ■ 


% 


% 




To: Assistant Director, F rom: (Suggester’s name) 

Administrative Services Division I 


SUGGESTION 




Date 

Division of Assignment 

Jackson 


That a microcomputer database checklist be maintained in a 
numbered subfile for each investigative/administrative file 
wherein a computer database has been createci . (Copy attached) . 

That each investigative/administrative file cover contain an 
easily recognizable stamped notation reflecting that a computer 
database is contained in this file. 


Current practice or rule (Include manual citation as well as facts) 


None 

Advantages of suggestion and annual savings-(include basis for estimate) 


There are no annual savings to be derived frcrni) these suggestions; 
however, it is felt that these suggestions, if adopted, will 
afford greater control and retrievability of information relative 
to databases and will help to ensure compliance of microcomputer 
policies and guidelines. 


Disadvantages of suggestion 


None 




(The use by the United States of my suggestion shall not form the basis of a further claim of aru t i natui a nhu ma mii.h aii C i S nrass i nns ii nrY i the United States. 

1 understand that 1 will be considered for any justified award only if my suggestion is adopfe ^ inrin 

jji7 r tb S 5 laoS 

□ Mr. ?ll Mrs. □ Miss — j 

Signature andTitle btSuggester ^ ' / 

Recommendations and comments of Division Head — s.— ^ 

While no actual savxngs is involved, this suggestion has merit in that i': will 
make a more efficient operation. The notation on the front of the file 
would be a reminder to agent (s) that a data base exists, the check list 
would be a ready reference to ensure fu ll comp llanoe with mi r!rnr-.nmpiTi-pr 
policy. Would also assist in processing 

(Do not \write in this space - for Bureau use only) FOIPA B^quest^S . U 


SEE RMD ADDENDUM P. 2 
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CHECKLIST FOR MICROCOMPUTER DATABASE 


This checklist is to be completed by Case Agent /Supervisor of 
Database and maintained in a numbered subfile to investigative 
case or administrative file where database resides. 


Location/ Serial Initial 

1. Complete memo requesting 
approval for database 

creation. 

2. Circle type of equipment on 
which database contained: 

(Leased, Purchased, 

Forfeited, Personally 
Owned (requires PBIHQ 

approval) 

3. Ensure Freedom of Informa- 
tion/Privacy Act 

criteria met. 

4. Ensure all equipment, 
printouts, hard disks, 
floppy disks, etc. , are 
appropriately classified 

and secured. 

5. Ensure file cover stamped. 

6. Circle applicable 

usage/activity: Investigative, 

Administrative, Pen Register, 

Other ^/( Daily, Weekly, 

Monthly, Other ) 

7. Ensure complete and adequate 

backups of database done frequently. 

8. Disposition of database: 

Destroyed 

Bulky Exhibit 
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CHECKLIST FOR MICROCOMPUTER DATABASE 


This checklist is to be completed by Case Agent /Supervisor of 
Database and maintained in a numbered subfile to investigative 
case or administrative file where database resides. 


Location/ Serial Initial 

1. Complete memo requesting 
approval for database 

creation. 

2. Circle type of equipment on 
which database contained: 

(Leased, Purchased, 

Forfeited, Personally 
Owned (requires PBIHQ 

approval) _____ 

3. Ensure Freedom of Informa- 
tion/Privacy Act 

criteria met. 

4. Ensure all equipment, 
printouts, hard disks, 
floppy disks, etc. , are 
appropriately classified 

and secured. 

5. Ensure file cover stamped. 

6. Circle applicable 

usage/activity: Investigative, 

Administrative, Pen Register, 

Other ^/( Daily, Weekly, 

Monthly, Other ) 

7. Ensure complete and adequate 

backups of database done frequently. 



8. Disposition of database: 

Destroyed 

Biilky Exhibit 






RE: Suggestion No. 84-89 from the Jackson Division dated^2728/89 

ADDENDUM: RECORDS MftNAGEMENT DIVISION fRMDK 3/15/89 .>TOD:der 

RMD has reviewed referenced suggestion #84-89 regarding 
the maintenance of a check-list for files wherein a computer data 
base has been established, and stamping of the related file cover 
to reflect that a computer data base for the file exist. 

There are pending statutes and regulations which 
contain yet iinresolved issues concerning microcomputers and the 
related data bases. When the statutes and regulations are 
enacted (believed to be eminent) a number of changes are likely 
to occur in the way the government, including the FBI, uses 
microcomputers and maintains and disposes of microcomputer data 
bases. In view of these anticipated changes, it is believed that 
implementation of the proposed form on a field wide basis is 
premature. However, since the Jackson Division is of the opinion 
that the proposed form will benefit that office, RMD recommends 
that it be approved for use in the Jackson office only. 

RECOMMENDATION ; That the form proposed by the Jackson Division 
be approved for use in that office only. 


APPROVED; " At’r, ODr'.'c. ___ Off of Cc-g, 
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Jackson, to Assist Director, ASD, dated 


RE: Employee's Suggestion 

ADDENDUM: TECHNICAL SERVIC]^ DIVISION, SYSTEM DEVELOPMENT 

SECTXOpljlj^ted 3 / 22/89 

Technical Services Division has reviewed the suggestion 
from the Jackson Division and does not concur with the suggestion 
that a checklist be maintained in a file for which a 
microcomputer data base has been implemented. The majority of 
the information on the checklist is included in the Annual 
Microcomputer Data Base which each office is responsible for 
systematically updating. As an office updates their Annual Data 
Base they will ensure that various guidelines are fulfilled. In 
addition, the automated Annual Data Base provides a central 
location for all information pertaining to microcomputer data 
bases in the office. The checklist suggestion still does not 
prevent the need for the Information Systems Administrator to 
periodically notify all microcomputer data base users of various 
microcomputer guidelines. 

The suggestion that the file cover be stamped to 
indicate a microcomputer data base has been considered before. 
This part of the suggestion should be reviewed by Records 
Management Division, and TSD will defer this portion to RMD. 
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Director 

Exec AD-Adm. 

Exac. AO-lr!v 

Exec. AO-LES 


§9rvs. 
Grim. Inv. 

wm 

• i 

intes 

i.EiOcratory „ 
. Usat Coun. 


Ofi or 'ji. ~ 

. Tech €@svs7 Ji/J fifh Py' 
. Training 


2 



Memorandum 




Mr. Glover 


Allen H, McCreight 


3/31/88 


FILE SERVICE AND REQUEST PROCEDURES 
RECORDS MANAGEMENT DIVISION (RMD^ 

memorandum be sent to all 
Bureau officials, supervisors, and file users.- 

It is once again necessary to remind all file users of 

established file control 

fnf f past, the greatest impediment to optimum 

file service is occasioned by a failure to properly tranSe™ 
files by the file users. J:' :sr i-j.cmi3i.er 

-, 4-1 u .3 "^hese procedures were last reviewed on 9/16/87 The 
attached memorandum has been prepared to provide a concise 

fact that procedures. It highlights the 

mail riles received may not contain the most up-to-date 

serial forwarding tag (Form 4-7) and 

.emorandum-be approved and 
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Rec. Mgnt. 

Tech. Serve. 

Training -■ 

Telephone Rm. _ 
Director's Sec'y . 


Enclosure 


Lif'' 0-319- 


66-18090 
1 ~ Mr. Glover 


Mr. McCreight 

Room 5266 
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FBI/DOJ 




U.S. Department WSnstice 



Federal Bureau of Investigation 


Washington, D.C. 20535 

April 18, 1988 

MEMORANDUM TO ALL BUREAU OFFICIALS AND SUPERVISORS 

RE: FILE SERVICE - RECORDS f^ANAGEMENT DIVISION (RMD) 


The File Automated Control System (FACS) is an 
automated file inventory system for FBIHQ files which provides 
locate information. It can show whether the file is in RMD 
storage or to whom it is charged out. In addition, the last 
three serials in the file are displayed on the FACS video 
display terminal, which allows the requester to ascertain up- 
to-date information regarding the file. If a file has been 
charged out or in transit for any period of time, THE FILE MAY 
NOT BE UP-TO-DATE . 


1 . PROCEDURE FOR FILE REQUESTS 


1 . 


Call extensioni I Provide the following information 

in sequence since the operator taking the request will 
be following a fixed format on the FACS video display 
terminal: 


a. Classification 

b. Case number (to include sub files, if 
applicable) 

c. Section (if known) 

d. Requester's name 

e. Telelift station number (TL) 

f. Room number 

g. Telephone extension 

h. Subject (if applicable) 

i. Type of service (Regular, Special) 

2, Forward requests for more than six files by routing 
slip to the Filing Subunit, Room 5320, TL 222. 


2. PROCEDURE FOR FILE TRANSFERS 


FACS CAN ONLY BE EFFECTIVE IF FILE USERS 
KEEP IT INFORMED OF FILE TRANSFERS 


Call extension! jProvide data in a. through g. 

above for transferee, or new requester. ACCURATE DATA IS 
ESSENTIAL to permit efficient file locates for future 
requesters who may have emergency needs. Common sense dictates 
that FACS will fail to achieve its purpose unless it receives 
file user support. 




.■V 


3. PROCEDURE FOR FILE LOCATES 

Call extension to place a file on locate. 

Provide data in a. through g. above. Thereafter call one of 
the following extensions to check the statu s: 

Classifications 1-92, extensionX \ 
Classifications 93 - 105, extensions \ 
Classifications 106 - end, extensioi X \ 

4. PROCEDURE FOR UP-TO-DATE (UTD) MAIL 


To arrange to obtain UTD mail (mail placed on record 
.but not placed; In *the file B"ecause- it was charged .out) oal-A- — 
the extentions listed above in #3, according to classification. 

5. FILE RECHARGES 

If retained by the requester (or transferee) , all 
files must be recharged quarterly op the second Tuesday of 
January, April, July, and October. 

6. FILE RETURNS 

Files should be returned to RMD as soon as possible. 
Prompt file -returns will ensure timely availability to future 
requesters. 

7. GUIDELINES FOR SERVICE 

RMD will make every effort to provide the service 
indicated below if the file requested is in RMD storage at the 
time of request. If "Special" requests are overused, or used 
unnecessarily, RMD will be thwarted in achieving its service 
goals. Therefore, it is important for all requesters to 
exercise good judgment when requesting "Special" service- 
"Urqent" service (Pickup) is reserved for Bureau officials at 
the level of Section Chief or above . 

Regular - Request to delivery time - 3 hours 

b. Special - Request to delivery time - 1 1/2 hours 

c. Urgent - The requesting official's office will be 
called by a Filing Subunit Supervisor and 
arrangements made for pickup as soon as possible. 

Division Heads are requested to ensure dissemination 
to all file users. 


William S. Sessions 
Director 
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April 7 , 1989 


PERSONAL 


Federal Bureau of Investigation 
Jackson, Mississippi 

Dear 




The evaluation of your suggestion .regarding the main- 
tenance^, of a checklisj:_fox_JiXe .s„i.n_wMg.h_gefe0^ 

has bee n_ja^.ablisheti.-an(L,s. t ampina-^the. related fxIe~~CQ#ers^^st^ 
desi^ate a' computer data base exists for that file .has been com- 
pleted. According to the Technical Services Divisxbn, a majority 
of items on your proposed checklist is included in the Annual 
Microcomputer Data Base which is systematically updated in each 
office. Each office can ensure the various guidelines are ful- 
filled when the updates occur. I was also advised by the Records 
Management Division (RMD) that there are pending Government statutes 
and regulations containing yet unresolved issues concerning micro- 
computers and the related data bases. When they are enacted, a 
number of changes may occur in this area. Although your checklist 
will not he adopted Bureauwide, if the Jackson Office finds your 
proposed form beneficial, RMD has no objection to its being 
approved for use in your office. 

Although no further action will be taken on your proposal, 
I want to express my appreciation for the time and effort you 
expended to present this suggestion for consideration. Please 
continue to share your ideas. 

Sincerely yours. 


Jackson 

1 - Suggestion file 
1 - Field personn el file 
Personnel file of I 




Edwin J . Sharp 
Assistant Director 
Administrative Ser) 

c - ^3i'i 


js Division 


1 - Personnel file of - Enclosure 

NOTE: Suggestion and reasons tor nonadoption set forth^in— letter 

to suggester and addenda of RMD 3/15/89 and TSD 3/22/89. Views 
attached . 

MCH:lh (6) Suggestion #84-8 9 , 







Employee Suggestion 
FD-252 (Rev. 10-26-84) 








Date 

• . . 9/7/90 

To: Assistant Director. 
Administrative Services Division 



Division of Assignment 

ALBUQUERQUE 


SUGGESTION 


File Fronts (FD-245) have a space for Caution Statements 



Current practice cr rule (Include manual citation as well as facts) 

Caution Statements appear only on the coimunications within the file 


Advantages of suggestion and annual savings (include basis for estimate) 

Agents, as well as other personnel, would know immediately upon seeing the file 
that the subject is Dangerous and can take necessary precautions. A Caution 
Statement at ■fte top and bottcm of a communication can easily be overlooked when 
qi^ckly thumbing through a file. With the word Caution on the front of the file 
(in approximately one-inch lettering) followed by the type of caution (i.e. Armed 
and Dangerous, Drug User) , it would be easily spotted by anyone reading the file. 


Disadvantages of suggestion 

None. 


(The use by the United States of my suggestion shall not form the basis of a furth er claim of any nat ure by me, my heirs, or assigns upon the United States, 
I understand that I will be considered for any justified award only if my suggesf 

□ Mr. □ Mrs. JZ^iss 


<aiiU I lillti Ul «3Uyy'B^'ILbr 


Recommendations and comments of Division Head j believe this suggestion, contains practical benefits to 
the FBI in that all employees will be quickly notified that a subject of the file must 
be dealt with according to the caution statement g^TpTiied, 




(Do not write in this space - for Bureau use only) 
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Re: Suggestion 218-90, dated 9-07-90, from the Albuquerque 

Field Office 


ADDENDUM OF THE INFORMATION MANAGEMENT DIVISION (IMP), 10-01-90. 
SHMislf 


The IMD has reviewed referenced suggestion that the 
Pile Jacket Cover (FD-245) should have a space provided for 
caution statements. 

The IMD notes that a similar suggestion was previously 
submitted on 5-29-90 (Suggestion # 168-90 from the Miami Field 
Office) . 

IMD interposes no objection to the proposal of’ 
redesigning the File Jacket Cover (FD-245) to provide a space 
for caution statements. However, if approved, IMD suggests that 
the warnings be also printed on file backed covers of the FD-245b 
and 245c, in addition to the FD-245. Additionally, it is 
suggested that comments and recommendations be solicited from the 
Criminal Investigative and Intelligence Divisions. 


RECOMMENDATIONS : 


(1) That adoption of referenced suggestion be contingent upon 
favorable comments and recommendations of the Criminal 
Investigative and Intelligence Divisions. 





(2) If approved, recommend that forms FD-245, 245b and 245c be 
revised as suggested at time of next printing. 



€ 


Re: ^ Employee Suggestion l^S-SoT Miami Field Office, dated 


5/29/90. 




The Inte lligence Division CIN TD^ has reviewed referenced 
suggestion of | | niami Field Office, that 

proposes the File Jacket cover (FD--245a) be modified to include 
pre-printed Identifiers that could be checked or otherwise marked 
to indicate various techniques (i.e. ELSUR) ; or warnings (i.e. 
ARMED AND DANGEROUS) ; or other items that need to be highlighted 
(i.e. OCIS, DO NOT DESTROY). 

RECOMMENDATION t INTD recommends adoption. 






A- 0^\Gii/PtL 




Re: Employee suggestioi^#218-90, Albuquerque Field Office, dated 

9/7/90. y 

Addendum: Legal Counsel Divxsion.t^^^ AAA:a^aa 10/23/90 

Legal Counsel Divsion has no objection. See addendum to 
employee suggestion #168-90^ . 


Arrr.ovcD; 


,_5#r. 6* LWcott 

" Int. A.'!S. , 


Suggestion #168 from SSA 


dated 


ADDENDUM: LEGAL COUNSEL DIVISION TLCD) ; AAA, 


9/15/90 . 


With respect to the proposal to preprint file jacket 
covers with various identifiers, the following observations are 
made specifically concerning the "GRAND JURY MATERIAL" imprint. 
First, MAOP, Part II, 9-9, requires only that the warning stamp 
be placed on reports, memoranda containing grand jury material, 
and the grand jury subpoenas themselves. Second, once these 
serials have been so identified, compliance with Rule 6(e), 
Federal Rules of Criminal Procedure, requires that no further 
dissemination take place unless otherwise provided by the Rules. 
Strict adherence to Rule 6(e) requires that material identified 
as a matter occurring before the grand jury be secured in a place 
where access is limited to those with a right to see the 
material. This group does not include the entire body of FBI 
personnel which generally has access to FBI files. Third, the 
more the FGJ stamp is used, the more often innocuous facts are 
converted into grand jury material by identifying these facts as 
"occurring before the grand jury." For the above reasons, the 
grand jury material stamp should not be preprinted of file jacket 
covers . 






C' 


RE: Suggestion #218-90, dated 9/7/90 from the Albuquerque Field 

Office 


ADDENDUM: CRIMINAL INVESTIGATIVE DIVISION fCID’> 11/1/90, 

The CID has reviewed referenced communication of | 

of the Albuquerque Division, which suggests that File 

Fronts (FD-245) be modified to include caution statements. 


b6 
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The CID interposes no objection to this suggestion but 
raises one concern. Many investigations contain multiple 
subjects which may have different, caution statements. The 
labeling should clearly identify which subject is being 
identified with which caution statements ( s ) . On some cases, this 
could clearly become cumbersome. 

RECOMMENDATION : That Suggestion #218-90 be adopted. Also that 

the caution statements added to the appropriate file covers 
clearly identify which of the investigation's subjects are 
identified with which caution statements. 




Qireclof _ 
Osp Dir, 
••8D’Acfm, 
A&O'Inv.^ 


Adm. Sen/s. 
Crini. Inv. 

■Idsnt 

■Inspeciion 

.intell, 

.Laboratory . 



Coun. _ 

E. Mgnt 

-Tech. Servs. _ 

-Training 

-Cong. Mis. Off. 
-Off. ofEEO 


.Off, of Liaisorl 
- &■ Int. Affs. 
.Off. of 

. Public Affs, 
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Memorandum 

V 




■ Mr. Clarke 
From : Allen H. McCreight 

lubject : 


f\ 


Date 5/8/89 




FILE SERVICE AND REQUEST PROCEDURES 
RECORDS MANAGEMENT DIVISION (RMD) 

S®. _ _1L>- PURPOSE : To recommend the attached memorandum- be sent to all 

EEC ^Bureau officials, supervisors, and file users. 


Exec AD Adm. 

Exac AD Inv. 

Exec AD LES - - 
Assi* Dir«: 

Adm. SarYS. ■ ■ ■ 

Cfim, Iftv. 

idant. 

Insp. 

Intall 

Lab 

Legal Coun. . 
Off. Cong. & 

Public Aff*. . 

Roc. Mgnf. _______ 

Tech. Serve. _____ 

Training 

Telephone Rm. _____ 
Director's Soc’y ■ ■ ■ 


DETAILS : It is once again necessary to remind all file users of 

the critical need to adhere to established file control 
procedures. As in the past, the greatest impediment to optimum 
file service is occasioned by a failure to properly transfer 
files by the file users . 

These procedures were last reviewed on 4/19/88. The 
attached memorandum has been prepared to provide a concise 
listing of paramount file control procedures. It highlights the 
fact that files received may not contain the most up-to-date 
mail. 


Since 2/29/88, the file forwarding tag (Form 4-7) and 
serial marker (Form 4-49) have been revised to emphasize correct 
transfer procedure and provide a reminder that up-to-date mail 
may exist. 


RECOMMENDATION : That the attached memorandum be approved and 

distributed to all file users. 


l^closure 


X/66-2319 
66-18090 
1 - Mr. Clarke 
1 - Mr. Toohey 
1 - Mr. McCreight 


1 

1 

1 

1 


- Mr. Thornt on 

Room 5644 


b6 

b7C 






'V 

X 


V. 


Nil 


iAi 


sy 

ci 



FBl/DOJ 


# 



October 31, 1390 
PERSO!7M» 





/ / — ^ 
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Federal Mreat o£ Ibvesfcigation 
Albtu|uerque, New Mexico 


Dear 


Your suggestion to revise Foria FD-*2 4S, File Jacket 
Cover, to include a space for Caution Statements has been 
received and is still under review# as soon as a decision is 
reached, you will be notified* 

' In the meant iiae, I appreciate your interest in the 
Suggestion Program, and I thanls you for submitting this idea 
for consideration. 


Dep. Dir. 

ADDAdm 

ADDInv. 

AtsL Dir.; 
Adm.Ssrvs. . 
CrIm.Inv. — 

Went 

Irap. 


Sincerely yours i 




Weldon I»* Kennedy 
Assistant Director 
Administrative Services Division 
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2 — Mbuquerque 

1 - Field personnel file 

1 - Suggestion file 

1 - Personnel file of I l - Enclosure 

NOTE: Suggestion set forth in letter to suggester and PD-252 

dated 9/7/90. Addenda of IMD 10/1/90 and INTD 10/16/90. To date 
no response from CID and LCD. Therefore, pending approval, sug- 
_ gester being advised that suggestion is being placed in a pending 
- status until recommendations are received, at which time she will 
-be .advised of the results. Views attached. 

Suggestion #218-90 L 


klWI.. 
Ub. . 


LagalCoun. 

Rsc.Mgnt 


rrov. "•*•**• TP" 

Teeh.S»^ _ 





yL ROW* 









Dccocibcr 6, 1590 
jPEESOimit 


Federal Bureau <?f Investigation 
Albuquerque I- IJexf Mexico 

Dear 


■^ih 


I I 

Your suggestion tC L-faasLe!^ a _,space--£or ^^"Caution ^t atenents! 
y<i m.^oT v^JEB~i 24Sr..iAiei file jacket covera*^ has been rcviewe^^^ ’ You~* 
laay be interested to ktxo^i k siKiXKxr'‘suggeation ^ms received dated 
May 29, 19S0. Tbis suggestion is being adopted and file jacbot 
covers FD-24S? FD-245a»l, FD-245b^l and FD-245c,i vfill be pre- 
printed with identifiers to include various warnings* These 
identifiers will be added at the time of the next printing* 

Although your proposal was already being acted upon^ 

I want to express my appreciation for your interest in enhancing 
the efficiency of Bureau operations*. Please continue your par- 
ticipation in the Suggestion Program with any further ideas you 
may have to increase the effectiveness of the Bureau. 


Sincerely yours# 


Albuquerque 

1 - Field personnel file 

1 - Suggestion file 

Personnel file of I 


Ueldon Is. Kennedy 
Assistant Director 
Administrative Servif^s. Divio ion 


1 ~ Personnel file of| Enclosure 

NOTE: Suggestion and reasons for nonadoption set forth in letter 

to suggester and addenda of IMD 10/1/90; INTD 10/16/90; LCD 10/23/90 
with attached copy of their addendum 9/15/90 for Suggestion #168-90 
being adopted; and CID 11/1/90. Views attached. 

MCH:lh (6) Snaaestlon <218-90- 
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Employes, Suggestion 
FD-g52 (Rev. 10-26-84) 




^ 

' To: Assistant Director, 

Administrative Services Division f 


2/25/91 

Division of Assignment 

Taitpa 


SUGGESTION 

:^ch pending file is maintained in a file jacket or folder which 
is thrown away when the file is closed because the file number 
'-TS- w ritten ^ on it. Instead of disposing of the jacket, I would 
—'S^gest writing the file nirriber on tape which can be peeled off 
of~the jacket. Enclosed is an advertisement for this type of tape. 


Current practice or rule (Include manual citation as well as facts) 

File jacket is thrown away after being used one time or 
at the most two times when inverted. 

Advantages of suggestion and annual savings (include basis for estimate) 

The Taiipa division uses approximately 500 file jadcets per month for opening cases. 
M additional 200 are used by agents and other personnel each month for maintaining 
information on cases. 

The file jackets are very durable and should last at least one year. Taitpa pays 
$4.50 per box of 100 and spends approximately $31.50 per month on 700 file jackets. 
The peel-off tape would cost approximately $1.50 per roll wholesale which would 
cost $10.50 for 700 per month. The savings would be $21.00 for Tanpa for each month 
jackets did not have to be purchased. 

* ; -3S'/ 


Disadvantages of suggestion 




(The use by the United States of my suggestion shall not form the basis of a further claim of any nature by. me. my heirs, or assigns 
I understand that I will be considered for any justified award only if my suggestion is. 





I □ Mr. jgr Mrs. □ Miss _ 


•Recommendations and comments of Division Head 

This suggestion has been reviewed and appears to have merit. It is 
basically a simple idea and yet its use could provide savings of 
several thousand dollars a year. I- strongly sugg est -If « tjjfe^ji}f>leTnentec 



(Do not write in this space - for Bureau use only) Assistant Special Agent in Charge 

3/14/91 - IMD advised by telephone a similar procedure was already . 
being done at FBIHQ and other field offices utilizing 
magic markers or tape. MCH 




securely And yet. you can easily remove thern and reuse 
niri flip folders when the time comes. 1/3 cut, or i/o cui, 

they’re a nice, neat, new way ^ TS' - ^ 
Which means, of course, you II look good too. For a free 
sample, complete and return the coupon today. 




hhiLUdur.-. 


i t t 






. N. 


Re: Suggestion 64-91, dated 2/25/91, from the Tampa Division 

ADDENDUM .OF THE IIJgORMATION MANAGEMENT DIVISION (IMP), SHMrshm 


The IMD has reviewed referenced suggestion to utilize 
file folder labels rather than writing directly on the file 
folder, thereby extending the life of the average file folder. 

It appears that this suggestion is a cost effective 
measure in that the same amount of labels can be purchased at a 
lower rate than new file folders. 

IMD interposes no objection to this suggestion; 
However, IMD defers to the comments and recommendations of the 
Administrative Services Division (ASD) . 

ADDENDUM: That adoption of referenced suggestion be contingent 

upon comments and recommendations o the ASD, 



■i-wjtw. 


flom. B5.*vs, 

ii,j. 





.Uyewtery . 
. «al Ccun. 
.Tech, Serve 
.Trainjirg „ 
.Csflj, Affs, 
.Off. ef EE( 


Jiff, of Ualscj) 
. Alrjf. Affs. 
-Off. of 
. PuWieAffs. 


- IMD deferred to ASD for comments and recommendations. 
However, Procurement Unit, ASD, was not solicited for 
their comments since they are only responsible for order 
requests. MCH 
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4/2/91 


V <• 


April 16 f 1501 
PBRSOHAl. 


Federal Bureaa of Investigation 
Tampa, Florida 

Dear 


I am pleased to Inform you ■^at you© suggestion to 

£o^^:: SS^iO orI^^^ oirfcreus^ l^^Hl"tiaes^ 
ap]pwfea‘''for-Tise^ office. A s't^'d'y^'gJtefmS^^a similar 

procedure using either magic markers or tape was already being 
done at FBI Headquarters and other field offices. The imple- 
mentation of this idea will afford your division the capability 
to reuse rather than discard file jackets or folders after they 
have writing on them. 

I appreciate your interest and concerns to enhance 
the efficiency of the Bureau, and I thank you. Please continue 
your participation in the Suggestion Program with any other ideas 
^ou may have which could benefit Bureau operations. 

Vm 

Sincerely yours. 


Dep. Dir. 

ADDAdm 

ADD Inv 

Asst. Dir.: 

Adm.Servs. 

Grim. Inv. 

klent 

Info.Mgnt. 

Insp. 

Intftll. _ 

Lab. 

LcgalCoun. 

Tech.Servs. 

Training 

ong.Affs. Off 

ff. pf EEO 

If. Liaison & 

IntAffs 

tf. of Public Affs- 

ilephoneRm. 

rector's Sec'y 


Weldon I». Kennedy 
Assistant Director 
Administrative Services Division 


2 - Tampa 

1 - Field personnel file 

1 - Suggestion file 

1 - Personnel file of 
NOTE; Suggestion set tortn j 


/C'20- 





Enclosure 

:er to suggester and FD-252 


dated 2/25/91 and IMD addendum received 3/13/91. Also 
of IMD 3/14/91 and 4/2/91. Views attached. 
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3/nl92 


Subject 


Dep. Dir. 

®D Adhi. 

ADD Inv. 

Asst. Dir.: 
Adn.Servs. 
Critn.Inv. 

]]] 

Info.MiitI 
Insp..^ 


Tech. Servs. 

Training u p 

Cong. Affs. Off. ^ r 

off. of EE O b7C 

Off. LiaisofTS 

Int. Affs. 

Off. of Public Affs._ 

Telephone Rra.^ 

Director's Office 


PURPOSE 


MAINTENANCE OF FBIHQ FILES AT 
FBI ACADEMY, TRAINING DIVISION (TD) 

AND ENGINEERING SECTION (ES) 

TECHNICAL SERVICES DIVISION (TSD) 

QUANTICO, VIRGINIA 

Obtain approval to maintain FBIHQ files at the FBI 


Academy, TD, and the ES, TSD, Quant ico, Virginia, 

RECOMMENDATION ; That approval be granted to allow adminxstratxve ^ 
files be stored at the FBI Academy and ES, TSD, in Quantico, 
Virginia. A 






BP 


DETAILS ; Effective 1/27/92, Information Services Section, 
Information Management Division, assigned two employees to the 
FBI Academy, TD, and the ES, TSD, to assist those _ entxtxes xn 
improving their mail processing and filing operations. This 
initiative has been very effective. The mail is processed and 
placed on record faster and eliminates the need for the mail to 
be forwarded to the processing operation at FBIHQ sxnce xt goes 
directly to the File Services Unit to be placed in file. 


66-1855-T 

1 - Mr. Gilbert _ I — 
1 - Mr. Hale (Attention: L- 
1 - Mr. Bayse (Attention;^ 
1 - Mr. Daniels (Attention: 
1 - IMP Front Office 


M -m 
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(CONTINUED 
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SEE INTD ADDENDUM PAGE 3 
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Memorandum from] 

Re : Maintenance of FBIHQ Files 


to Mr . Christensen 
at 


FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 
Quantico, Virginia 


b 6 
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Additionally, these entities do not have immediate access to the 
files, therefore, a duplicate, voluminous, and inefficient 
tickler system is maintained. 

Both Divisions have requested that certain files used 
primarily by their personnel be permanently stored at thexr 
iT©sp©ctiv6 locQ-tions. FxX©s ir©(jiiBst©c3. by TD q.3t© ©ciTn.inxsu3r©'CXV© 
files to include the current and previous session of the FBI 
National Academy (FBINA) . As a new session of the FB^A 
commences, the oldest session files will be returned to the FBI 
Records Center, Two sessions of the FBINA files will be 
maintained at the Academy at all times . 

Files at the FBI Academy will be stored in the New 
Agents Training Center within a secure COMSEC file room. The 
Academy has a 24-hour guard service to include a security patrol 
of the corridor where the file room is located. 

ES has requested 140 files. Sixty-seven of these files 
are identified as 268 and 269 classifications. These fries are 
currently maintained in the Special File Room and relate to 
Engineering Technical Matters — FCI and Non— FCI. The ES files 
will be maintained in GSA approved, locked safes. Access to the 
268 and 269 files will be by name access only. The 24-hour guard 
service provided to the FBI Academy is at the ES. The ES also 
has security patrol service within the Engineering Building. 
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Memorandum from I 

Re; Maintenance of PBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 


ADDENDUM: INTELLIGENCE DIVISION fINTDl . 5/4/92 


to Mr. Christensen dated 3/17/92 




ew 


In the attached communication, approval is being sought 
for TD and TSD to maintain certain original files at two 
different locations in Quantico, Virginia - at the FBI Academy 
and the ES, TSD. In view of the fact these locations are not 
staffed 24 hours a day, the guidelines set forth in the Manual of 
Administrative Operations and Procedures (MAOP), Part II, Section 
2-4. 3.1, entitled "Maintenance of Original or Duplicate Field 
Office Files in Resident Agency (RA) /Off-Site (OS) Location," are 
applicable. Since two separate locations are involved, each will 
be addressed separately herein. 


ES. TSD 


On 4/8/92, SSA| 

Security Countermeasures Sfi gtinn fEHMS^ 
(INTD) , met with Unit Chief 
ES , TSD . [ 


1 


advised the files to 


Facility Security Unit, 
Int elligence Division 
] Administrative Unit, 


)e maintained by the 
ES were those routinely used by ES personnel in the normal 
performance of their duties. At the present time, ES personnel 
use tickler copies of this same material and maintained their 
records in GSA-approved security containers in various locations 
in the building. As is indicated in the attached communication, 
much of this material is classified and highly sensit ive and is 
currently being maintained in the Special Pile Room. 


advised the files would be maintained in GSA-approved security 
containers which would be kept inside a separate file storage 
room. This file storage room has not yet been constructed; 
however, it would be located in the vicinity of his office on the 
second floor of Pod A of the ES facility. An employee of the 
Information Management Division (IMD) has been assigned to handle 
the files at the ES location and this person has Sensitive 
Compartmented Information (SCI) access, if necessary to handle 
SCI material or enter the SCI facility (SCIF) adjacent to where 
the file storage room will be built. (This is the Emergency 
Plans SCIF, formerly associated with TSD, now a part of SCMS, 
INTD.) The ES facility has a 24-hour-a-day guard force 
available, either through its own security force or the Quantico 
Security Warders. 


A review of the facility space and procedures to be 
followed indicated ES, TSD, will be in sufficient compliance with 
the requirements set forth in MAOP, Part II, Section 2-4. 3.1, 


3 


(CONTINUED - OVER) 








Memorandum from 

Re: Maintenance of PBIHQ Piles 

PBI Academy, Training Division (TD) 


to Mr. Christ 
at 




en dated 3/17/92 


and Engineering Section (ES) 
Technical Services Division (TSD) 


/CnNT'D^ ADDENDUM: INTELLIGENCE DIVISION fINTD), 5/4/92, EFWrew 


supra, that the Security Programs Manager (SPM), SCMS, INTD, 
would favorably recommend the maintenance of original files in 
the ES facility with the following additional measures: 

a. A file storage room which meets the standards set 
forth in MAOP, Part II, Sections 2-4.3.l(l) (d) and (e), should be 
constructed. Due to the other heightened security measures at 
the ES facility, it will not be necessary for this room to be of 
slab-to-slab construction or for the provisions of paragraph (f) 
regarding windows, vents, etc., to be applied. This room should 
be alarmed in compliance with paragraph (g), although it will not 
be necessary for the entire facility to be alarmed. The alarm 
should be set at any time the space is not occupied. The alarm 
is to be tested on at least a monthly basis and the fact of such 
testing documented in an appropriate control file. As all files 
will be maintained in GSA-approved security containers and 
security of the facility is sufficient, there would be no 
objection to the files being moved to the ES facility prior to 
the completion of the storage room. All Top Secret and SCI 
material is, however, to be maintained in the SCIP in separate 
security containers from those used by the Emergency Plans 
function . 


b 

b 


b. The current guidelines regarding access to the 
files as applied by the Special Pile Room, IMD, shall remain in 
effect. In addition, all guidelines regarding the handling and 
maintenance of Top Secret and SCI material, as set forth in the 
Manual of Investigative Operations and Guidelines (MIOG) , 

Part II, Section 26-6, entitled "Control Form for Top Secret (TS) 
- Sensitive Compartmented Information (SCI) - Non-SCI Code Word 
Material - PD-501 - PD-502," shall be followed. IMD and the ES, 
TSD, should take the appropriate steps to ensure the IMD 
personnel assigned the ES location, as well as all other 
individuals handling this material, have the prerequisite 
clearance and, if necessary, SCI access for access to the 
material. (Clearance and access information may be verified by 
contact with Per sonnel Security Unit, SCMS, INTD, personnel on 
Extension [JEH]). 


c. Upon completion of construction of the file storage 
room and the installation of the alarm system. Top Secret 
material may be moved to and maintained in security containers in 
that room; however, the room will not qualify as a SCIP, and all 
SCI material must still be maintained in the current SCIP. 
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Memorandum from 

Re: Maintenance of FBIHQ Files at 

FBI Academy, Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 


• • 


to Mr. Christensen dated 3/17/92 


fCONT'D^ ADDENDUM: INTELLIGENCE DIVISION flNTD), 5/4/92. EFW:ew 

d. Upon completion of the file storage room, in 
compliance with MAOP, Part II, Section 2-4 . 3 . 1 ( 1 ) (c) , supra, 
arrangements should be made and documented for armed security 
personnel at Quantico to respond to any alarm activation. 

Special Agent personnel should also respond to conduct an 
inspection of the premises to determine security status or 
unauthorized entry [Section 2-4.3.1(l) (b) ] . Until the completion 
of the room, security personnel should make unscheduled after- 
hours inspections of the area where the security containers 
holding the files are maintained. 

e. Noting the highly sensitive and classified nature 
of a large volume of the affected material, arrangements should 
be made between IMD and ES, TSD, personnel for the secure 
transporting of the files to the ES facility, in compliance with 
Section 2-4 . 3 . 1 ( 1 ) (o ) . Responsible personnel should also be made 
aware of the requirements for the transmittal of Top Secret and 
SCI material set forth in the MIOG, Part II, Section 26-7.3. 


New Agents Training Center (NATC^ . TD 


on 4/29/92, SSA 


^met with [ 

Office Services Manager, Office of Administrative Services, 
Training and Administration Sec tion, TD, r egarding the storage of 
original files at the TD site. I ladvised the files to 


be maintained by TD at the NATO were National Academy files 
(1 classification) and essentially control files dealing with 
training matters (training classes, police training, firearms 
training, inservice schools, etc.). They would be maintained 
inside lockable cabinets inside the NATC COMSEC Ro om 226 . Thi s 
room is fully enclosed and has a steel door with a 


I lock. An employee 
of IMD has been assignea to me Jmatu uo nanale the files . As 
with all areas at Quantico, the NATC is also protected by the 
Security Warders on a 24-hour-a-day basis. 


A review of the NATC space and procedures indicated TD 
will be in sufficient compliance with the requirements set forth 
in MAOP, Part II, Section 2-4. 3.1, supra, that the SPM, SCMS, 
INTD, would again favorably recommend the maintenance of original 
files in NATC, TD, Room 226, with the following additional 
measures : 


b2 

b6 

b7C 
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Memorandum from 

Re: Maintenance of PBIHQ Files at 


• • 


to Mr. Christensen dated 3/17/92 


FBI Academy, Training Division 
and Engineering Section (ES) 
Technical Services Division (TSD) 


(TD) 


fCONT'D^ ADDENDUM: INTELLIGENCE DIVISION (INTDK 5/4/92. EFW:ew 


b6 

b7C 


a. It could not be readily determined if Room 226 was 
of slab-to-slab construction on all four walls; however, due to 
the overall security at the facility, such construction is not 
considered necessary. The room should, however, be equipped with 
an alarm system in compliance with MAOP, Part II, Section 
2-4.3.1(l) (g) . It will not be necessary for the facility itself 
to be protected pursuant to Section 2-4. 3.1(1) (b) . In compliance 
with Section 2-4.3.l(l) (c) , arrangements should be made and 
documented for armed security personnel at Quantico to respond to 
any alarm activation. Special Agent personnel should also 
respond to conduct an inspection of the premises to determine 
security status or unauthorized entry [Section 2-_4 . 3 . 1 ( 1 ) (b) ] . 

The alarm should be set at any time the space is not occupied. 

The alarm is to be tested on at least a monthly basis and the 
fact of such testing documented in an appropriate control file. 

b. All files should be maintained in lockable cabinets 
which should be housed inside Room' 226. Those National Academy 
files containing the results of the background investigations or 
other personal matters dealing with Academy attendees (generally, 
1 classification files) are considered sensi tive and are to be 
maintained in the bar-lock cabinets with the | 

locks, which are at the NATC and available for use tor tnis 
purpose. 


c. Appropriate arrangements should be made between IMD 
and TD personnel for the secure transporting of the files to the 
NATC, TD, in compliance with Section 2-4. 3.1(1) (o) . 


IMD, TSD, and TD should note, pursuant to the MIOG, 

Part II, Section 16-18.2, of the FBI Microcomputer Policy, the 
hard disk of any computer terminal used to access FOIMS is by 
definition classified at the Secret level, even if efforts are 
made to not store any classified information on the hard disk. 

As such, this hard disk must be handled in compliance with the 
instructions set forth in MIOG, Part II, Section 26-5.2, entitled 
"Storage of 'Secret' and 'Confidential' Material." 


This matter was coordinated with Unit Chief 
Records Policy Unit, Information Services Sec 


;ion, IMD. 

The storage of original files in Room 226 in the NATC, TD, which 
, was identified as a "CO MSEC Room," was coordinated with 

Information Systems Security Unit, SCMS, 


INTD . 


bb 

b7C 
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Memorandum from[] 
Re : Maintenance 


•• 


to 

at 


Mr. 


•• 

Christensen dated 3/17/92 


of PBIHQ Files 
Training Division (TD) 
and Engineering Section (ES) 
Technical Services Division (TSD) 


FBI Academy; 


fCONT'D^ ADDENDUM: INTELLIGENCE DIVISION (INTDK 5/4/92, EFW:ew 

RECOMMENDATIONS : 1. Taking into consideration the additional 

security measures listed under paragraphs l.a. through l.e. 
above, that the original ES, TSD, files identified herein and in 
the attached communication be maintained in the designated 
location in ES, TSD. 




APPROVED: 

Oiiector 

, 0 ep. Dir. 


1 / ADD-Adm. 
ADD-lnv._ 


Adn. Servs. 
Crim. Inv. _ 

-Idenl. . 

-Info. Mgnt._ 
-Inspection ~ 


-Laboratory _ 
-Legal Coon. 
-Tech. Servs. 
-Training . 


into 


■Cong. Afts. Off,, 
•Off.ofEEO __ 


-Off. of Liaison 
_ & Int. Alfs. 
-Off. of 

- Public Affs, . 


2. Taking irito consideration the additional 
security measures listed under paragraphs 2. a. through 2.c. 
above, that the original TD files identified herein and in the 
attached communication be maintained in Room 226, NATC, TD. 
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b6 

b7C 



/\PPR0Y£P. Adm. Servs. Laboratory Off. of Liaison 





& Int. Affs. 

Director 



Off. of 

Dep. Dir. 

InJn. Mnnt. 



ADD-Adm. . 

hifififtr.tiftn 

-Cong. Affs. Off. 


AOD-tnv. 

imeil. ■44..V.Ate.(^V 

Off. nf EEQ 

- 
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U.S. Department of Justice 


Federal Bureau of Investigation 


Washington, D. C. 20535 


■?7 


66-2319 


October 30, 1992 


MEMORANDtJM TO! 


f^i Lbs 


BAYSE 

BINNEY 

CHRISTENSEN 

DAVIS 

DANIELS 

GILBERT 

HICKS 

POMERANTZ 

POTTS 

YORK 

COLLINGWOOD 

GUIDO 

PEREZ 


rFILE MAINTENANCE SURVEY 


As part of a new initiative to streamline work within 
FBIHQ, the Information Management Division (IMD) will be 
conducting a suirvey on the feasibility of having the Information 
Services Section (ISS) process, maintain, and store original 
pending files at various entities within FBIHQ. Currently each 
entity within FBIHQ maintains tickler files that duplicate the 
material stored in the original files maintained by IMD. The ISS 
is conducting this survey to determine whether the concept is 
feasible, by examining the availability of space, personnel 
requirements, computer support, and accessibility of files within 
each and every entity at FBIHQ. This survey will be conducted 
during the first three weeks of November, 1992. 


William E. Baugh, Jr. 

Assistant Director 
Infomation Management Division 


-1 - 66-1855-T 

-1 - IMP Front Off ice 

~ b 

dLfi'C' b 

-JHS;der (17) 
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Memorandum 



Dep. Dir. 

ADD Adn. 

ADD Inv. 

Asst. Dir.: 
Adn.Servs. 
crim.lnv. ' 

Ident. 

Info.Hgnt. 
Insp..^ ] 


Mr. Potts- 


G. L. Stoops 


Date 6/9/92 


subject : FILESSERVICES UNIT (FSU) 

INFORMATION SERVICES SECTION (ISS) 
INFORMATION MANAGEMENT DIVISION (IMD) 


/92 Tech. ServsT 

' Training 

Cong. Affs. Of 
Off. of EEO 
Off. LiaiscfrS 
Int. Affs. 
Off. of Ptblic 
Telephone Rm. 
Director's Off 


PICKETT STREET LOCATION - ALEXANDRIA, VIRGINIA 

PURPOSE ! To advise that the Alarm System at the 

FSU, ISS, IMD, Pickett Street, Alexandria, Virginia, will be 
connected to the Strategic Information Operations Center (SIOC) , 
Criminal Investigative Division (CID) . 


DETAILS : The IMD is in the process of relocating the majority of 

the investigative, administrative and personnel files from the 
J.E. Hoover Building to 901 South Pickett Street, Alexandria, 
Virginia. Currently, a is being installed at this location. 

On 6/9/92, Inspector - Deputy Assistant Director 
Gary L. Stoops, IMD, contacted Inspector - Deputy Assistant 
Director Danny 0. Couls on. CID, and obtain Mr. Coulson's approval 
for connecting the | | to the SIOC. 

RECOMMENDATION ; None, for information. 


APPROVED! 

Director 

Dep. Dir. 

AOD-Adm 

ADD-lnv 


Adm, Servt 
Crim. Inv. k 

Jdenl. 

Jnfa. Mgnta 
Jnspcctlon . 
_!nteil. 


_laboratoty 

-LcgaLCouri. — 

sjSclK Serve. 

i_Training 

_Cong. Affs. Off.. 
_0ff.ofEEO 


_0ff. of Ualscn 
„ & Int. Affs. , 
-Off. of 
_ Public Affs. 




66-2319 


Potts (Attn; Mr. Coulson) 
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Memorandum 



Dep. Dir. 
ADD Adii. 

ADD Inv. 

Asst. Dir.: 
Adn.Servs. 
Crim.Inv. 
Ident. “ 
Info.Mgnt. 
Insp. 



Potts 


William E. Baugh, Jr. 


Date 2/22/93 


93 Tech. servsT 

^ • Training ^ 

“iZ-'CovQ. Affs. Of 
Off. of EEO 
Off. LiaisoTTS 
Int. Affs. 
Off. of Pii)lTE 
Telephone Rm. 
Director's Off 


Subject : ALARM PROCEDURES 

SOUTH PICKETT STREET OFF-SITE LOCATION 
ALEXANDRIA, VIRGINIA ^ 

%/S5 

Reference memorandum from G. L. Stoops to Mr. Potts 
dated 619IS2, captioned "File Services Unit (FSU) , Information 
Services Section (ISS) , Information Management Division (IMD) , 
Pickett Street Location - Alexandria, Virginia." 

PURPOSE; To revise procedures relating to the alarm system at 
the IMD, South Pickett Street, off-site location, Alexandria, 
Virginia. 

RECOMMENDATION : That the code word and response procedures set 

forth in the details, be approved for use by Strategic 
Information Operations Center (SIOC) upon receipt of an alarm 
indicating intrusion at the IMD, South Pickett Street, off-site 
location, Alexandria, Virginia. n 


APPROVED; Adm. Sena. ^05f. orUatwa 

firrnuvftu; . , , . Coun. & Ini. AKt. 

eilMtSf , m I I I 

BiR. eif. ,1 Public Alts. 

Es=sC«i 3. Affs. Off 


DETAILS ; Referenced memorandum advised that an alarm system had 
been installed at the South Pickett Street location and would be 
connected to the SIOC . (h / 

The IMD is currently storing file holdings in Building 
Number One, 917 South Pickett Street, Alexandria, Virginia, and 
will soon be storing additional file holdings in Building Number 


66-2319 


1 - Mr. Potts 

(Attn: SIOC, Room 5015) 

1 - Mr. Pomerantz, Room 6012 
1 - Mr. Bayse, Room 7159 
1 - Mr. Baugh, Room 5829 

RDP:rj (10) 


J Room 5368 
Room 5350 
Room 5 734 

Room 63 62 
I Room 4659 
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Memorandum from William E. Baugh, Jr., to Mr. Potts dated 2/22/93 
Re : Alarm Procedures 

South Pickett Street Off-site Location 
Alexandria, Virginia 
66-2319 


Two, 833 South Pickett Str eet. Alexandria. Virginia. Building 
Number One is alarmed with! 

and IS monitored toy tne sxoc, crimxnai 
Investigative Division, FBIHQ. Building Number Two will also be 
connected when completed. Building Number One will be operated 
on a 24-hour basis. Building Number One is equipped with CCTV 
and will monitor Building Number Two from within. 

The I ~| is programed to send out an intrusion alarm to 
four location zones within the building. Should SIOC receive an 
alarm indicating an intrusion in any of the four zones, the 
following action should be taken: 



2 
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Memorandum 



Potts 


lliam E. Baugh, Jr. 


5/5/93 


3 - 72 - 


Oep. Dir. 

ADD Adm. 

ADD Inv. 

Asst. Dir.: 

Adm. Servs. 

Grim. Inv. 

CJIS 

Ident 

Info. Mgnt. 

Insp. 

Intdt 

Lab. 

Legal Coun. 

Tech. Servs. 

Training 

Off, of EEOA 

Off. Liaison 

&lnt.Affs 

Off. of Public 

& Cong. Affs. 

TQM Office 

Telephone Rm. 
Director’s Office^ 


subject : ALARM PROCEDURES 

SOUTH PICKETT STREET, OFF-SITE LOCATION 

ALEXANDRIA, VIRGINIA Q 

fi/&s 

Reference memorandum from William E. Baugh, Jr, to 
Mr. Potts dated 2/22/93, captioned as above. 

PURPOSE ; To set forth response procedures relating to the alarm 
system at the Information Management Division (IMD) , South 
Pickett Street, off-site location, Alexandria, Virginia, to 
include Building Number Two. 

RECOMMENDATION : That the code word and response procedures set 

forth in the details, be approved for use by Strategic 
Information Operations Center (SIOC) upon receipt of an alarm 
indicating intrusion at the IMD, South Pickett Street, off-site 
location, Alexandria, Virginia. 



APPRIVCD: 

r-:ctt«’r 

fc;. 

AE'O-lw. 


Alim. Ssrvi»». 
Crlm. Inv. — _ 
. Cftm. Jiss. tufa, 

. Sana- - -- 

. Idint 

. Iiiia. Ksfti iw 


. ItthS. , - 

UtiOJtfjiiy-. 


, Off. Of Ko m., 
, Off. of liaison 

. & im. AKs 

. Off. of Piiblie 
. & (icng. Alts. _ 
. TOM Off. , -- 


DETAILS ; Referenced memorandum advised of response procedures to 
be used by the SIOC upon receipt of an alarm indicating an 
intrusion at the IMD, South Pickett Street, off-site location, 
Alexandria, Virginia. 


66-2319 


Mr . Potts 

(Attn; SIOC, Room 5015) 
Mr. Pomerantz, Room 6012 
Mr. Bayse, Room 7159 
■Mr. Baugh, Room 582 

Room 5368 
Room 5350 




Room 5 734 

Room 6362 
I Room 4659 
Room 4341 


2 - WMFO 

SiF 


[ Room 7274) 
Room 7292) 


RDP : r j ( 13 ) 
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Memorandum from William E. Baugh, Jr., to Mr. Potts dated 5/5/93 
Re: Alarm Procedures 

South Pickett Street, Off-site Location 
Alexandria, Virginia 
66-2319 


Referenced memorandum pertained to Building Number One 
and advised that Building Number Two would be alarmed in the 
future . 


Building Number Two, located approx imately 150 feet 
.from Building Number One, is now ajarmed with | 

and is also programmed into 

SIOC. Building Number One will be operated on a 24-hour basis, 
and is equipped with CCTV that will monitor the security of 
Building Number Two from within. 


The is programmed to send out an intrusion alarm to 
certain areas o£ each building identified by the system as zones. 
Building Number One is comprised of four zones and Building 
Number Two, five zones. When an alarm is received by SIOC, the 
printout will indicate the zone where the intrusion has occurred, 
i.e., Z3. The printout will also indicate the customer number as 
833 or 917. IMD personnel are aware of the zone locations. 

The Washington Metropolitan Field Office (WMFO) will 
occu py a portion of Building Number Two for file storage. The 
I l also reports to WMFO. This is for monitoring purposes only. 
WMFO personnel will not respond to an alarm unless a problem 
exists requiring an individual to respond. IMD personnel will 
assume the responsibility of notifying WMFO should the need 
arise. 

Should SIOC receive an alarm Indicating an intrusion in 
any zone within both buildings, the following action should be 
taken : 
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MANUAL REVISIONS 

Reference all SAC's airtel dated 3/5/93 captioned 
"Discontinuance of the Pornographic Matters Reference File 
(PMRF) " 


Memo from Baugh to Hicks dated 4/1/93 captioned "Bureau 
Manuals - Manuals Revisions" 


PURPOSE: To advise recipient division of changes in the Bureau 

manuals . 

RECOMMENDATION t To delete attached references in the Bureau 
manuals to the PMRF. 



^6 
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Memorandum from J,W. Hicks to Mr. Baugh dated 5/19/93 
Re: BUREAU MANUALS - 

MANUAL REVISIONS 


DETAILS ; Delete the following items as highlighted on attached 
xerox : 

MIOG/PART II/SECTION 13-7.1.1 (1) 

Delete the last eight (8) words of the second paragraph. 

MIOG/PART II/SECTION 13-7.1.1 (2) (a) & (b) 

Delete all of (2) 

MIOG/PART II/SECTION 13-7.1.1 
through (7 1 /.(■24 through — 
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PART II 


SECTI*13. LABORATORY DIVISION AIDS T(J«JVESTIGATIONS 


FIELD PHOTOGRAPHY 


The purpose of the information under this caption is to provide 
some of the general guidelines pertaining to Bureau photographic matters and 
to list by name, description, and use the types of document copying, 
microfilming, general photographing, and surveillance equipment available to 
the various field offices. For information concerning photographic 
examinations conducted in the Laboratory see major topic 13-18 elsewhere in 
this section. 


13-7.1 


General Guidelines 


13-7.1.1 Laboratory Photographic Responsibilities 


(Room[lB903, jExtensio: 
production photograph 


capability of doing copy work 


on film of documents, objects, i.e., photographs, jewelry, etc., and 
duplication of slides and making of slides from original art work for training 
purposes. [PPU handles equipment needs for darkroom and "mug shot" 
photography. This is defined as photographic processing and finishing, 
studio and "mug shot" areas to include those facilities in use within the 
field office and off-site facilities. PPU will also handle the design of 
field office darkrooms and those related areas due to moves or renovations. 

All related equipment selection, procurement, inventory and distribution, 
including sinks, cabinets, enlargers, miscellaneous darkroom equipment,, 
processing and finishing equipment, mug shot and copying equipment that 
relate to the darkroom areas will also be handled by PPU.] '. 

The Sp ecial Photographic Unit] (SPU) ] of the Laboratory (Room 3449," Extension ~ 

I is responsible for all other photographic matters to include^ 
surveillance photography, nonroutine requests, unusual processing 
requirements, examination of photographic evidence, and all other photographic 
equipment requests, repairs, problems, or other inquiries. [SPU has been 
funded to supply the field with most photographic equipment; therefore, 
requests for routine photographic equipment, other than darkroom and "mug 
shot" equipment, should be directed to SPU through the field office 
Photographic Technician. SPU and PPU are the funding sources for all 
photographic equipment (there is no other source available to the field). If 
there is any doubt regarding equipment, contact SPU, for assistance and 
clarification. SPU also handles jail photographic tradecraft in FCI matters, 
as well as the Pornographic Matters Reference File. 

(2) Pornographic Matters Reference File 

(a) Collection of pornographic material submitted to the 
Laboratory when retention is authorized, if not already contained in the file, 
see SAC Memorandum 20-86 (B), 7/8/86. 

(b) Aids in determining information which may indicate the 
source or that the questioned pornographic material has moved in interstate 
commerce . 

( Submissions to the [SPU] should be by. airtel under the case 

caption. ■ . . . 

The [PPU] of the Laboratory Division, oversees the areas of film 
processing, color and black and white enlarging and camera copywork, and slide 
reproduction, all on a quantitative basis. 


The film proces sing functions are inclusive of color negative 
(C-41) , color positive (E-6) , microfilms, and all black and white negatives. 

Color’ and black and white enlargements made from negatives 
are processed to specifications which can vary in dimensions of 3 1/2" X 5" to 
40" X 60". There is also the capability of processing color enlargements from 
slides; however, this involves the preparation of an internegative which can 
result in the loss of resolution and color reproduction in larger prints. 

/ Cv AH requests of the[PPU]must be made using the FD-523. 

L'L'- " ^ V' 4/19/91 MIOG 

ENOT.O.^.ttpp 
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AIRTEL 

215193 


Director, FBI 
All SACS 

DISCONTINUANCE OF THE PORNOGRAPHIC 
MATERIAL REFERENCE FILE (PMRF) 


The Laboratory Division is the curator of a large 
volume of obscene material known as the Pornographic Material 
Reference File (PMRF) . Historically, the file was used to help 
establish Interstate Transportation of Obscene Materials (ITOM) 
violations. The file has been reduced to a library of obscene 
materials since ITOM matters are now all but nonexistent except 
for child pornography cases. 

The child pornography cases are still actively 
investigated. Examinations will continue in these cases; 
however, the material submitted does not require comparison to 
the PMRF. 

Proced\ires for disposing of pornographic materials are 
long-standing and well-established through instructions from 
FBIHQ to the field. The hard-core pornographic materials in the 
PMRF were submitted to the FBI Laboratory with authority granted 
for final disposition at the discretion of the Laboratory, either 
addition to the file or destruction when they no longer serve any 
evidentiary function. All prosecutive efforts were completed 
prior to the materials being added to the PMRF. 


1 - Mr . Potts , Rm. 5012 

1 -I I Rm . 5030 

1 - I I Rm. 5042 

1 - Mr. Baugh, Rm. 5829 

•1 - I I Rm. 5350 

1 - Mr. Hicksyl I Rm. 3090 


1 -\ 

1 - 

1 i Rm. 3457 

1 — I Rm . 3372 —A 

,1 - Bufile (80-HQ-662) 
Manuals Desk 
JMA:tf (68) 


Rm. 1B224 
”1 Rm. 3457 


EI’.CLUiUiVii 



Airtel to All SlCs dated 3/4/93 
Re: DISCONTINUANCE OF THE PORNOGRAPHIC 

MATERIAL REFERENCE :F.ILE (PMRF) 


In the xemote event that the file contains a submission 
that should be xeturned end not destxoyed, each field office t, 
should xeview their ITOM matters and determine if there is any 
information or Items tha± should be returned to the field office. 
The office Is requested to acknowledge with either a negative or 
positive answer NO LATER THAN APRIL 30. 1993 . 

A written response should be directed to: FBI 
Laboratory, special Photographic Unit, Room 3457, FBlHQ. 




subject : PROPOSED CHANGES IN THE MANUAL OF INVESTIGATIVE 


OPERATIONS AND GUIDELINES (MIOG) AND THE MANUAL OF 
ADMINISTRATIVE OPERATIONS AND PROCEDURES (MAOP) 


PURPOSE ; To recommend procedural changes in the MIOG and the 
MAOP and to issue the attached "Memorandum to All Special Agents 
in Charge . " 

RECOMMENDATION ; That upon approval of the manual changes (and 
the attached SAC Memorandum) , this memorandum (with enclosure) be 
routed to the Manuals Desk for appropriate handling. 

J) APPROVED; **-''"'* Inenedlnn^^ ^ OH. of EEO Mis. 


Dlrsdor _ 
Dap. Dir. 
ADD-Ailm, 
ADD'inv. . 



Adm. Raws 
Cfim. Inv. .. . 

. Grim. Jus. Info. 

, Satvs. , ^ 

. 1‘lant ■ 

. info. MsmL __ 


, Inspection _ 
. Intel!. , , .. 
Lal»rstoty_ 
.Lsgai ftiun.. 
.Tech. tSorvs., 
,Trdnlri3 


, OH. of EEO Mis.. 
. OH. of liaison 

. & Int Affs. 

. Off. of Public 
. & Cong. Affs. .. 
.TQM Off 


DETAILS ; As a result of a suggestion f rom | Miami 

Division, a determination was made that increased efficiency and ‘ 
notable cost savings could be realized if a case file cover with 
preprinted case identifiers could be used, when appropriate, in 
place of case file cover forms numbered FD-245, Field Office 
Criminal Investigative and Administrative Files, and FD-245a, 

Field Office Informant and Asset Files. Form FD-245 was modified 
on 1/9/91 and distributed to the field. The modified form was 
designated Form FD-245. 1, Field Office Criminal Investigative and 


iclosure 




- Mr. Clarke 
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1 - Manuals Desk 
1 - MIOG - 66-19197 
1 - MAOP - 66-19198 
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Memorandum from| to Mr. Clarke 

Re: Proposed Changes in the Manual of Investigative 

Operations and Guidelines (MIOG) and the Manual of 
Administrative Operations and Procedures (MAOP) 


Administrative Files, and includes the following preprinted case 
identifiers on the face of the case file cover: (1) Armed and 

Dangerous; (2) DO NOT DESTROY; (3) ELSUR; (4) Escape Risk; (5) 
Financial Privacy Act; (6) FOIPA; (7) NCIC; (8) OCIS; (9) 
Suicidal; and (10) Other. Form FD-245a was also modified on 
1/9/91 and distributed to the field. The modified FD-245a was 
designated the FD-245a.l, Field Office Informant and Asset Files, 
and includes the following preprinted case identifiers on the 
face of the case file cover: (1) Armed and Dangerous; (2) DO NOT 

DESTROY; (3) ELSUR; (4) Escape Risk; (5) Financial Privacy Act; 

(6) FOIPA; (7) NCIC; (8) OCIS; (9) Suicidal; and (10) Other. 

Manual changes set forth below reflect the requirement 
to place a check mark next to applicable preprinted case 
identifiers on case file covers in place of the past requirements 
to stamp certain case identifiers on case file covers. The 
Manuals Desk was contacted prior to the preparation of this 
manual change memorandum. 


CHANGED TEXT 

MAOP, Part II, 7-1.2 (1) (b) , page 477, should be changed as 
follows: 

7-1.2 Entry of Property Record 

(1) (b) After entering property, terminal operator will 
initial and date NCIC activity block and record NCIC number in 
appropriate space. Terminal operator will place a check mark on 
the NCIC line or stamp "NCIC” on the case file cover , insert NCIC 
Activity Log (FD-487) as top serial in case file, and place 
"entry" data on first line of log. Terminal operator will attach 
serial containing entry information to original of terminal- 
produced printout showing entry message transmitted, computer's 
acknowledgement confirming acceptance of entry, and any 
additional NCIC records relating to the property. 

MAOP, Part II, 7-2. 2. 2 (3), page 483, should be changed as 
follows: 

7-2. 2. 2 Fugitives (Including Escaped Federal Prisoners (EFP) , 
Probation Violators (PBV) , and Bond Default) in all 
Classifications other than FDDE, PV, and MRV 


(Continued - Over) 
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(3) Rotor clerk will serialize document (office file 
copy of FD-65, original terminal-produced printout (s), and other 
attached information) , place a check mark on the NCIC line or 
stamp "NCIC" on the case file cover , insert NCIC Activity Log 
(FD-487) as top serial in case file and complete "entry" and 
"III" data on appropriate line of log. 

MAOP, Part II, 7-2. 3. 2 (1) (c) , page 483, should be changed as 

follows: 


7 -2. 3. 2 FUDE, PV, AND MRV MATTERS 

(c) Rotor clerk will serialize document (FBIHQ 
communication, original terminal-produced printout (s) , and other 
attached information) , place a check mark on the NCIC line or 
stamp "NCIC" on the case file cover , insert NCIC Activity Log 
(FD-487) as top serial in case file, and complete "entry" data on 
first line of log. 


MAOP, Part II, 2-4. 5.1 (1), page 303, should be changed as 
follows: 


2 -4 . 5 . 1 Restrictions 


(1) Periodically, and pursuant to criteria outlined in 
The Plan, FBIHQ issues to the field instructions to mark certain 
field files/records, including auxiliary office files with 50 or 
more volumes /sections, with legends "Do Not Destroy: Historical 

Value: National Archives" and/or "X: Do Not Destroys — 

Historical Value: National Archives." Files so 

permanent and must be retained for eventual transfer 



the NARA. 


MIOG, Part II, 10-9.7, page 1058, should be changed as follows: 
10-9.7 -Stao^jeessg File Cover "ELSUR" 

To ensure certain files are retained beyond the 
established file destruction period, a check mark will be placed 
on the ELSUR line or "ELSUR" will be stamped on the case file 
covers of those files containing the "results" or the "products" 
of electronic surveillance for every current, every preceding, 
every subsequent and every Sub volume to the file even though the 
product of the electronic surveillance may have been taken from 
another file or furnished by another office. 


(Continued - Over) 
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MIOG, Part II, 10-10.9.2 (2), page 1066.21, should be changed as 
follows : 


10-10.9.2 CCTV - ELSUR Records - Criminal Matters 

(2) Absent other types of coverage, a check mark 
should not be placed on the ELSUR line on case file covers and 
the file cover shall not be stamped “ELSUR.” 
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Federal Bureau of Investigation 
Miami , Florida 

Dear I 


1991 


;i) 


I • -\ . -3 . 
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It affords me considerable pleasure to advise you of 
the modified adoption of your suggestion to include preprinted 
identifiers on Form FD-245, which you submitted. As a token 
of Kiy appreciation for your excellent suggestion, I would like 
to. present you with a cash award. 


Otp. Dir. 

ADOArfni 

ADOhv. 

Asst Dir.: 

Adm.S6fY». 

Crlm.liw. 

idsnt 

Insp. 

Msa. 

Lib. 

Li^ilCeun. 

Bse.Mant 

Tsc{i.Ssori._ 

TrsMng 

Cong. Alls. cm. _ 

OH. a EEO 

Cm.Uslson& 

IntAHz. 

OH.aPublkAHt. 
TelsplwnsRm. _ 
Wwchx's SocV- 


As a result of your suggestion, it was determined all 
file jacket covers, except Form FD-245d for Personnel Files, 
should be revised to include preprinted identifiers. However, 
all of the identifiers which you suggested will not be placed 
on every jacket cover. In regard to the "FEDERAL GRAND^JDRY" 
warning stamp, the Manual of Administrative Operations and 
Procedures requires that the stamp be placed only on reports, 
memoranda containing grand jury material, and the grand jury 
subpoenas themselves. Once ‘serials have so been identified, the 
FBI must comply with Rule 6(e), Federal Rules of Criminal Proce~ 
dure. It v/as, therefore-, recommended that the "FEDERAL GRAND 
JURY" identifier should not be preprinted. It is believed the 
adoption of your suggestion ^wil^ benefit- the operations of the 
field offices immensely, and a .cost savings will be realized. 

I thank you for your suggestion, and I hope you will continue to. 


hare your ideas through the Suggestion Program. 



Adtn, Servs, 
Crim. Ir.v. J 
Jde'-.t. 

_lnspcct;on.- 

Jntall. 


Enclosure 


laboratory 

legal Coun..,?..^ 
.'eoh. Ssr/Sr_ 

.Training 

.Cong. Affs. Off._ 
.Off. of E£0 


lOff. of Liaison 
_ & Int, Affs. 
-Off. of 
_ Public Affs. 


Sincerely yours, 


Lam S. Sessions 
Director 


B/' 


|V 

jr If- 


1 ~ SAC, Miami (Personal Attention) Enclosures (2) ($500 award) 
The amount of the award is based on the Office of Personnel 
Management guidelines which allow the granting of an award 
of moderate value for intangible savings when it affects 
functions and personnel of a large bureau. 


You should personally present this award and should this not Ije 
nossible or should presentation t-e unreasonably delayed by your 
absence official acsing for you should present it . Inform employee 
net amount of check represents thisyaward less withholding tax 


■# .30 


MCH:lh (7) Award #922-91 Suggestion #168-90 
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See Page 2 
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Criminal Investigative Division - Enclosures ( ii ) 

Appropriate action will be taken by the Forms and Hepoarts 
Management Desk, IMD, to implement this suggestion. They will 
coordinate with your division for approval of the .final form. 
Forms and Reports Management Desk^ IMD - Enclosures (11) - For 
Action 

Please take the necessary steps to ensure this suggestion is 
implemented and coordinate your actions v?ith the Criminal Inves- 
tigative Division and advise the Suggestion Desk when implemented. 
Personnel file of 


Enclosure 


NOTE: Suggestion --set forth in letter to suggester and FD-252 dated 

5/29/90, IMD addendum 7/2/90 recommended adoption and the preprinted 
identifiers be included on Forms FD-245a, FD-245b and FD~245c. Addenda 


of INTD 7/11/90; CID 8/24/90; INSD 9/11/90 and LCD 9/15/90, 11/14/90 
concurred with modifications. The Forms and Reports Management Desk, 
IMD will ensure implementation of the suggestion and coordinate v/ith 
CID. Therefore, upon approval, suggester being informed that his 
idea is being adopted with modifications. ¥iews attached. 
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‘Employ4^ Suggestion 
FD-252' (Rev- 9-11-59'. 


Director, FBI 
SUGGESTION 


• 

^/6 PAO 

Da te ' 


5/29/90 


Division of Assignment 
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Miami 
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Change the File Jacket Cover (FD-245a) to include preprinted identifiers that 
could be checked or otherwise marked to indicate various techniques (i.e. ELSUR) ; 
warnings (i.e. Armed and Dangerous); or other items that need to be highlighted (i.e. 
OCIS , Do Not Destroy). Example attached. 


~ ii Xn ii T ffl ii nTir-'^rr ni r^ ' r * 

dLi!^ rJJ > J 


Current practice or ruie (Include manual citation as well as facts) 

See attached. 

Advantages of suggestion and annual savings (Include basis for estimate) 

Change will eliminate the various and numerous stamps that are now maintained 
by each rotor and/or Supervisor in the field. By having the areas preprinted on the 
jacket, it will also serve as an immediate reminder to SSAs, agents and support 
personnel of the need to properly mark the file jacket. 

Annual savings - unknown .... it would be the cost of the printing the jackets 
versus the annual cost to purchase stamps and ink pads. 


. Disadvantages of suggestion 

Additional cost, if any, for the additional printing. 


(The use by the United States of my suggestion shall not form the basis 
assigns upon the United States. 1 understand that I 'will be considered 
within two years after submission.) 

Mr. I^wwmbI Ivfr s ■ EZUmIss I 

Recommendations and commen ts of Division Head — 


• or 

adopted 




sion neaa n- — ^ ■— r .. 

'-^1. A ^ L 


A-\^U - ^‘^vke 

^i^ n a t u reCc^i d/'T^t 1 e 


(Do not write in this space - for Bureau use only) 


Sea /f'S'M (X’ide.rJ^ ^ ■ H 



Numerous manual citations require the marking of a 
j sckst to iT 0 fl©ct csirtsin typ© of inrormstion tttst is contsinsu 
in the file or that a technique was used. Some examples 'include 
the following: 

MAOP Part II, 7-1.2(l)(b) "Terminal operators 
may also ^S^rAp y'"NCIC" on case file jacket..."; 

- MIOG Part II, 10-9.7 "...the file cover... wil. 
be^4tampe^'''ELSUR" . . . " ; and 

DO NOT DESTROY - M AQPL'Part II, 2-4.5.1(l) "FBIHQ 
issues ... instructions t^^'^'f^hmp^.ertain field files/records "Do 
Not Destroy: Historic ValrtteT''''Tr^ional Archives"...". 

In addition, files' are routinely stamped to reflect 
that they contain Federal Grand Jury information subject to Rule 
6(e); that information from the file has been entered into OCIS; 
or that a file contains a subject (s) that are armed and dangerous 
(A&D) or similar caution statements. 
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Re: Suggestion #168-90, dated 5-29-90, from the Miami Office 

ADDENPI7M OF TFTR RECORDS MAITAGEMENT DIVISION fRMD), 7-2-90. 
SHM:shm 



The RMD has reviewed referenced suggestion that the 
File Jacket Cover (FD-245a) should include preprinted identifiers 
that could be checked to indicate various entries (i.e. ELSUR, 
NCIC) and/or warnings or other items needed to be highlighted 
(i.e. Armed and Dangerous, Do Not Destroy). 

The RMD interposes no objection to the suggestion that 
the FD-245a be preprinted with various markings/warnings. RMD 
feels that this would eliminate the costly and time consuming 
task of ordering specific stamps for all rotor personnel in a 
division. This suggestion would also serve as an instant 
verification to all employees who would handle that specific 
file, as to what information is contained within, (i.e. ELSUR 
matters, NCIC entries,. Armed and Dangerous subject). However, if 
approved, RMD suggests that the markings/warnings be also 
printed on file backed covers PD-245, 245b and 245c, in addition 
to FD-245a. Additionally, it is suggested that comments and 
recommendations be solicited from the Criminal Investigative and 
Intelligence Divisions to determine if there are other/similar, 
markings/warnings that would be appropriate for preprinting on 
the aforementioned file jacket covers. 


RECOMMENDATION: 

(1) That adoption of referenced suggestion be contingent upon 
favorable comments and recommendations of the Criminal 



(2) If approved, recommend that forms FD-245, 245a, 245b, and 
245c be revised as suggested at time of next printing. 



Re: Employee Suggestion 168-90, Miami Field Office, dated 

5/29/90. ^ / 


The Inte lligence Division (IN TO) has reviewed referenced 
suggestion of I ] Miami Field Office, that 

proposes the File Jacket cover (FD-245a) be modified to include 
pre-printed identifiers that could be checked or otherwise marked 
to indicate various techniques (i.e. ELSUR) ; or warnings (i.e. 
ARMED AND DANGEROUS) ; or other items that need to be highlighted 
(i.e. OCXS, DO NOT DESTROY). 

RECOMMENDATION : INTD recommends adoption. 
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Suggestion #168-90 from SSA 


dated 5/29/90 


ADDENDUM; CRIMINAL INVESTIGATIVE DIVISION fCID^ 




8/24/90 


CID has reviewed the attached Suggest ion #168-90 from 


Supervisory Special Agent (SSA) 


Miami Division. 


Suggestion #168-90 recommends that the File Jacket Cover 
(FD-245a) be changed to include preprinted identifiers that could 
be marked to indicate various techniques, warnings, or other 
items that need to be highlighted (i.e. ELSUR, Do Not Destroy) . 


CID believes that this suggestion has merit in that the 
preprinted File Jacket Covers would save a reasonable amount of 
clerical time, provide convenience, and serve as a reminder to 
persons handling the file to properly mark the file. 


In accordance with the Addendum of the Information 
Management Division, CID suggests that case disposition and legal 
milestones also be listed such as Grand Jury, Arrests, 
Indictments, Convictions, Acquittals, Pleas, Administratively 
Closed. Additionally, CID proposed that "FOIPA" be added to the 
list of identifiers on the File Jacket Covers. 


It is suggested the Do Not Destroy Identifier be 
separated from the other identifiers to highlight its presence 
and importance. In addition, this identifier should be clarified 
to explain the reason for non-destruction, such as Do Not 
Destroy - Pending Civil Litigation. It is suggested that further 
clarification of this identifier be solicited from the Legal 
Counsel Division. 


CID recommends coordination with the Inspection 
Division if this suggestion is implemented, allowing compliance 
with the Manual of Investigative Operations and Guidelines and 
- Manual of Administrative Operations and Procedures, and assuring 
that the appropriate changes in these manuals are executed. 


APPROVED! 


Director , 
?;ep. Dir. 


i.OO-Adm. , 
ADD-lnv._ 


Adm. Setvs,\._.lji.. 
Crim. Itiv.t i )lwP_ 
Jdent. 

_lnspection 

jmeil 


j^^egal Coun. ' 


_Rec. Mgnt.. 

_Tech. Seivs, 

Jtaitiin? 

_Cor.g, Affs. Off,. 

-Ofl.efKO 


_0ff. of Liaison 
_ & lot. Affs. 
-Off. of 

_ Public Affs. , 
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Re: Suggestion #168-90, dated 5/29/90, from the Miami Office 

ADDENDUM: INSPECTION DIVISION; .JHT:cs; 9/11/90 

■/ 


The Inspection Division, Office of Inspections (01) has 
reviewed referenced suggestion that the File Jacket Cover 
(FD 245A) include appropriate preprinted identifiers. The 01 
concurs that the suggestion has merit and would serve as a 
meaningful reminder for all employees to ensure that file jackets 
are marked in compliance with applicable rules and regulations. 

01 suggests that the case agent and supervisor be requested to 
certify during the file review process that all files requiring 
utilization of identifiers have been appropriately checked and 
highlighted. This certification would serve as an effective 
management control to ensure compliance with all applicable rules 
and regulations concerning the proper markings required on File 
Jacket Covers (FD 245A) . 


/>*. /" 




APPROVED: 

?'-5Ctor 

. ' Di<. . 
•‘■..O-rtdm. _ 
ADD-lnv 


Adm. Servs. 
Grim. !nv, 

,!nsp0v'!;0!l ii 
.Inteil. 
.Laboratory . 


Ledal Coun. 

•• Sc-r.-i. . 
A:‘s, Kj: 

_ 0 !t. oiEEO . 



.Off. of Liaison 
. S int. Affs, 
.Off. of 

. Public Affs. 
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Suggestion #168 from SSA 


dated 


ADDENDUM: LEGAL COITWSEL DIVISION (LCD) ; AAA 




^^ 29 / 90 . 

9/15/90 . 


With respect to the proposal to preprint file jacket 
covers with various identifiers, the following observations are 
made specifically concerning the "GRAND JURY MATERIAL" imprint. 
First, MAOP, Part II, 9-9, requires only that the warning stamp 
be placed on reports, memoranda containing grand jury material, 
and- the grand jury subpoenas themselves. Second, once these 
serials have been so identified, compliance with Rule 6(e), 
Federal Rules of Criminal Procedure, requires that no further 
dissemination take place unless otherwise provided by the Rules. 
Strict adherence to Rule 6(e) requires that material identified 
as a matter occurring before the grand jury be secured in a place 
where access is limited to those with a right to see the 
material. This group does not include the entire body of FBI 
personnel which generally has access to FBI files. Third, the 
more the FGJ stamp is used, the moire often innocuous facts are 
converted into grand jury material by identifying these facts as 
"occurring before the grand jury." For the above reasons, the 
grand jury material stamp should not be preprinted of file jacket 
covers. ' ' • — 


be 
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Re: Employee suggestion #168-90, Miami Field Office, dated 

5/29/90. 

Addendum: Legal Counsel Division (LCD) . 

The Legal Counsel Division (LCD) has reviewed employee 
suggestion #168-90 which proposes changing the File Cover Jacket 
(FD 245a) to include preprinted identifiers that could be marked 
to indicate items that need to be highlighted. LCD recommends the 
change with the following observations. 

1. LCD concurs with the suggestion by the Criminal 
Investigative Division (CID) that the "DO NOT DESTROY" identifier 
be separated from other identifiers to highlight its importance. 
Also, the reason for non-destruction should be designated. MAOP, 
Part II, 2-4. 5.1 identifies restrictions to the destruction of 
field office files and records. Consequently, the "DO NOT 
DESTROY" imprint should have three subcategories identified as 
"Historical Value: National Archives"; "FOIA/PA Requests"; and 
"Pending Civil Litigation". 

2 . The following observations are made specifically 
concerning the "GRAND JURY MATERIAL" imprint. First, MAOP, 

Part II, 9-9, requires only that the warning stamp be placed on 
reports, memoranda containing grand jury material, and the grand 
jury subpoenas themselves. Second, once these serials have been, so 
identified, compliance with Rule 6)e), Federal Rules of Criminal 
Procedure, requires that no further dissemination take place 
unless otherwise provided by the Rules. Strict adherence to Rule 
6(e) requires that material identified as a matter occurring 
before the grand jury be secured in a place where access is 
limited to those with a right to see the material. This group 
does not include the entire body of the FBI personnel which 
generally has access to FBI files. Third, the more the FGJ stamp 
is used, the more often innocuous facts are converted into grand 
jury material by identifying these facts as "occurring before the 

rand jury". For the above reasons, the grand jury material stamp 
hould not be preprinted on file jacket covers. 




Re; Suggestion 168-90, Miami Field Office, dated 5/29/90, 

\ 

Addendum; Administrative ^Services Division (ASP) , 


11/28/90. i^JV^Tirlr 


The Administrative Services Division (ASD) has reviewed 
reference suggestion with regard to the possible inclusion of 
preprinted identifiers on the FD 245d, (File front and back) 
Personnel File. While the suggestion has merit regarding the 245 
(criminal) , 245a (Infoinnant) , 24'5b (legal) , 245c (security) , the 
ASD does not recommend that the identifiers be added to the 245d 
(Personnel File) . 


Background investigations on new applicants involve a 
multitude of investigative checks which are too numerous to list 
on the front of the file jacket. Currently, separate check 
sheets are used by analysts at FBIHQ and correlators in the 
field offices to ensure that the appropriate leads have been 
covered. To incorporate this type of check list on the file 
jacket would not only duplicate the recording of applicant leads 
as they are covered, but would completely fill the front of the 
file jacket with superflous information. 




DECLASSIFIED BY 60322/UC/LRP/PL J/Dls 

OH 06-04-2010 


Re: Employee Suggestion 168-90, Miami Field Office, dated 

5/29/90. 


ADDENDUM; 


INTELLIGENCE DIVISION riNTDI 11/29/90 




The CI-3-F Uni t Asset Unit^ . INTO, has reviewed 
referenced suggestion of Miami Field Office, 

regarding the proposed modifications to the File Jacket Cover 
(FD-245a) in order to provide for pre-printed information or 
caution statements, which under current procedures must be 
individually stamped. Based on this review, the Asset Unit, 
INTD, recommends that the FD-245a.l, which pertains specifically 
to "Field Office Informant and Asset Files," be limited to the 
following pre-printed information: ELSUR, IIS and DO NOT 

DESTROY. It is further suggested that the DO NOT DESTROY 
category, as suggested in Legal Counsel Division's addendum, be 
further divided by the three subcategories of "Historical Value: 
National Archives," "FOIA/PA Request," and "Pending civil 
Litigation. " 


APPROVED: 


‘ / AOD-Adm 


AOD-Adni. . 
ADD-!nv. 


Adttl. -Cop/3. 
C:1p.. I.'iv. _ 

Jdent 

_lnto, Mgnt._ 
Jnspection _ 

Jntcll. 


_Ubcra!ory 

_Legai Couti. 

_Tech. Servs. 

_Training 

_Cong. AHs. 0«.„ 
_0n. dfEEO 


_0)f. of Lioisotl 
_ & Int. AKs. 
_0(f. of 
_ Public Affs. 


Classified by: 
Declasstfy>joir: 


OADR 



FD-252 SSA 


IMD addendum 1/2/ SQ 
INTO addenda 7/11/90 and 11/29/90 
CID addenda 8/24/90 and 11/30/90 
INSD addendum 9/11/90 
LCD addendum received 11/14/90 
ASD addendum 11/28/90 
RE; CASH AWARD FOR SUGGESTION 


to Assistant Director 5/29/90 
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ADDENDUM 


SUGGESTION DESK, A.DMI.N.IS.TRATIVE SERVICES DIVISION. (ASP) 

12/3/90 


GM 14, Miami 


Supervisory Special Agent 
Division, submitted a suggestion to 'modify Form PD-245a, File 
Jacket Cover, to include preprinted identifiers that could be 
checked or otherwise marked to indicate various techniques or 
other items which need to be highlighted. 


This suggestion was evaluated by the Information Manage- 
ment (IMD), Intelligence (INTD), Criminal Investigative (CID), 
Inspection (INSD), Legal Counsel (LCD) Divisions and ASD. The IMD 
recommended that Forms FD-245, 245b and 245c be included in the 
revision. LCD recommended the identifier "GRAND JURY MATERIAL" 
not be included as an identifier. INTD further recommended that 
FD-245a.l be limited to "ELSUR, IIS and DO NOT DESTROY", with the 
appropriate subheadings-. 


Based on the above recommendations, the Miami Division 
was solicited for views on whether this would result in monetary 
savings. ASD was advised .there would be considerable savings in 
the continuous replacement of stamps and stamp pads as well as 
typist time saved in stamping file jacket covers with the correct 
stamp. The Forms and Reports Management Desk, IMD, advised the 
field uses over 500,000 file jacket covers per year. Therefore, 

ASD recommends ad option of the suggestion and the granting of a 
cash award to SSA| |in accordance with the guidelines set forth 

by the Office of Personnel 'Management which allows for the granting 
of a minimum award when the suggestion affects the functions, 
mission or personnel of a large bureau. Personnel file and BPMS 
reviewed; nothing noted therein to preclude recognition. 

RECOMMENDATION ; 



(1) That a letter of appreciation be afforded 
APPROVED: 'srv-s. Labcfstcr/ 

'fiv. 1; . C-iyn. 


Clwcisf 

If* 




ih 








:n 

isil. , . 


(2) That 

SSA 


be gr^ 


_0f{. of Liaison 
_ oL !n(. Affs. 
oi 

_ Public Affs, 


be granted a cash award of $500. 


i 


APPROVED: 

Ada. S«wsi 


Cfi.Ti. !nv. 



•' 'r - 

■'(t 

— (•. Ar 


p 




AL*L).lnv. 

n .■'It cir r-'i'l 



of Liaison 
•nt. Atfs. 
.'J 

VOSiC Affs. 
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U.S. Department of Justic^j 


Federal Bureau 
of 

Investigation 


Bureau File Number . 


Field Office Criminal Investigative 
and Administrative Files 


Armed and Dangerous 

FOlPA 

DO NOT DESTROY 

NCIC 

ELSUR 

OCIS 

Escape Risk 

Suicidal 

Financial Privacy Act 

Other 


See also Nos. 


Volume Number 


Classifcation No. 
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U.S. Department of Justice A 
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_ Suicidal 
_ Other _ 
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Bureau File Number. 


\ 

Field Office Criminal Investigative 
and Administrative Files 
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Armed and Dangerous 

, DO NOT DESTROY 

ELSUR 

Escape Risk 

Financial Privacy Act 
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OCIS 
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Other _ 
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U.S. Department of 

Federal Bureau 
of 

Investigation 


Bureau File Number , 


Field Office Security Investigative Files 


Armed and Dangerous 

FOIPA 

DO NOT DESTROY 

NCIC 

ELSUR 

OCIS 


Suicidal 

CoCapy rilorv 

Financial Privacy Act 

Other 


See also Nos. 
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Date 6/6/94 


Dep. Dir. 

ADD Adn. 

ADD Inv. 

Asst. Dir.! 
Adn.Servs. 
Crim.liw. ' 
I dent ~ 

Info.Hgnt. 

Insp. ' 

Intel'n 

Lab. 


Subject 


PROPOSED CHANGES IN THE MANUAL OF 
ADMINISTRATIVE OPERATIONS AND PROCEDURES 
(MAOP) AND LEGAL ATTACHE MANUAL (LAM) 




PURPOSE; To recommend the following changes in the Manual of 
Administrative Operations and Procedures (MAOP) and Legal Attache 
Manual (LAM) . 


DETAILS ! 


REASON FOR CHANGE 


The following changes are required in association with 
the creation of the Employee Security File (67 Sub S) which is to 
be established whenever a personnel security related document is 
initiated by FBIHQ or the field and is to contain all original 
FBIHQ and field related personnel security documents. This 
memorandum was coordinated with the Manuals Desk. 

CHANGED TEXT 

MAOP, PART I, 11-1.3, should read as follows: 

11-1.3 Personnel File and Bureau Property 


office by the SAC or division head of the old office; An 
employee ^s previously submitted Confidential Disclosure Ret 


lorts 


Enclosure 


1 - Mr. Bai 


auqh ( Division Manual Control Folder) , Room 5342 
I Room 5331 


(Attn; I I 

1 - I I Room 5734 

1 - Manuals Desk. Room 5447 
1 -| I Room 5365 
1 -66-19198 (MAOP) 

1 - 66-19079 (LAM) 

JAT:jat (8) 


"iC; 1 ■ » 
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Memorandum from 
Re: Proposed C] 






anges In The Manual 
Administrative Operations And 
(MAOP) and Legal Attache Manual 


to Mr. Baugh ^ted 6/ 6"/ 9 4 
Of 

Procedures 
(LAM) 


b6 

b7C 


fSF-450) and/or Conflict of Interest Certifications, 
personnel file. Employee Medical File System CEMFS^ subfile. 
Employee Security subfile, field firearms training record CFD- 
40) . duplicate property record (FD-107 ) , health report card, if 
any, electrocardiogram tracings, and report of medical history 
(SF-93) . Medical documents generated prior to the establishment 
of the EMFS subfile should be contained in the personnel file. 
(See MAOP, Part I, Section 20-4) . cover letter. Records 
Transferred of Personnel Transferred Form (FD-109) should be used 
to forward files. Send Form FD-475 (Physical Examination Card) 
if used for records purposes. Files are to be forwarded by the 
first workday following employee's departure on transfer. Refer 
to Leave Administration Guide regarding leave records. 

( 2 ) Same 

MAOP, PART I, 20-4, should read as follows: 

20-4 Personnel Piles - Field 

(1) Same 

(2) Same 

( 3 ) A separate security file is to be created as a 
subfile to the employee's personnel file and designated Sub S 
whenever a security adjudication is initiated at FBIHO. or 
whenever a personnel security-related document is generated by 
the field, or whenever a similar document is received from FBIHO. 
To illustrate, if the employee's existing file is numbered 
67-BF-12345, the corresponding Employee Security subfile will be 
numbered 67-BF-12345 Sub S. 

fa> The Employee Security File subfile will 
contain documents such as: 


1. FD-190 Interview 


2 . Polygraph examinations 

3 . Relative sheet 

(CONTINUED - OVER) 
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MemorandTim from Baugh oat ed &l6iBA 

Re: Proposed Changes In The Manual Of 

Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 


debriefing material 


aroximitv to communist 


OPF - Official Personnel Folder 


FD-294 Agency check results 


FD-814 Five Year Reinvestigation 


Bankruptc\ 


Administrative inguirv pertaining to 


Roommate background check matters 
FD-388 marriage background and FD-292 


Foreign travel information of any kind 


Security clearances, briefing and 


Bureau employee residing in close 
bloc personnel 

SF-189 nondisclosure agreement 
Bureau acguaintance interview 
Five-year reinvestigation results 


(CONTINUED - OVER) 
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Memorandum from 

Re; Proposed Changes In The Manual Of 

Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 


to Mr. Baugh^mted 6/6/94 


(4^ When an employee transfers to FBIHO or becomes an 
SAC, the personnel file, the EMFS subfile and the Employee 
Security subfile are sent to FBIHO. The files of an employee who 
resigns or retires should be retained for 90 days and then sent 
to FBIHQ for final disposition. The files of a permanent or 
temporary indefinite employee leaving for military service are 
maintained in the field office inasmuch as employees have certain 
mandatory restoration rights and may return to that office, and 
because, in their absence, they have a right to be considered for 
promotions that arise. The file should thus be available for 
review for qualifications. Upon notification from FBIHQ that an 
employee no longer has restoration rights, the files are to be 
forwarded to FBIHQ. (See (2) above & MAOP, Part II 2-4. 2. 1(4).) 

(5) The main personnel file and the corresponding EMFS 
subfile and Employee Security subfile must be kept under lock and 
key under the SAC^s supervision in such a manner that no employee 
will have access to his/her own file. The employee designated by 
the SAC to maintain personnel files will be responsible for 
designating the items for inclusion in the EMFS subfile and 
limiting access to the files due to the sensitive medical and 
psychological material that is occasionally contained in the 
subfiles. In field offices having a permanent Health Service, 
this duty should be assigned to the Registered Nurse. 

MAOP, PART II, 2-4.2. 1, should read as follows; 

2-4. 2.1 Classification - 67 - 


(1) Same 

( 2 ) Same 

( 3 ) Same 

(4) 

(a) Employees^ personnel files, including the 
Employee Medical File System fEMFS) subfile and the Employee 
Security subfile, are to be kept under lock and key under the 
supervision of the SAC. These files are to be sent to FBIHQ 
when an employee is designated SAC or transfers to FBIHQ. 


(CONTINUED - OVER) 


Memorandum from 
Re; Proposed Changes 






to Mr. Baugh dated 6/ 6-/ 9 4 
In The Manual Of 
Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) 


b6 

b7C 


Files of employees who resign or retire shall be retained 90 days 
and then sent to FBIHQ where duplicate records will be destroyed 
immediately and nonduplicative records will be integrated into 
the Official Personnel Folder. When permanent or temporary 
indefinite employees leave to enter the military service, retain 
files in field office. Upon notification from the Bureau that 
restoration rights of an employee have expired, the personnel 
files are to be forwarded to FBIHQ. (See MAOP, Part I, 20-4; 
Legal Attache Manual, 4-3) . 

( 5 ) Same 


LAM, 4-3, should read as follows;. 

4-3 Field Personnel Files 

Separate field personnel files shall be maintained by 
the Legal Attache on each employee. The main personnel file 
shall contain personnel summaries forwarded by FBIHQ and all 
pertinent material relative to the employee's services while 
assigned abroad. A separate medical file is to be created as a 
subfile to the employee's personnel file and designated sub M. 

The Employee Medical Pile System (EMFS) subfile should contain 
communications relating to physical examination reports, medical 
records, and doctor's certificates. (For more detail, see MAOP, 
Part I, 20-4.) In addition a separate security file is to be 
created as a subfile to the employee's personnel file and 
designated sub S. The Employee Security subfile should contain 
all original FBIHQ and field security related documents, 
including the original background investigation, five-vear 
reinvestigation, and other original personnel security documents. 
fFor more detail, see MAOP. Part I. 20-4.) When an employee 
transfers to FBIHQ, or resigns or retires, the files shall be 
retained 90 days then forwarded to FBIHQ for final disposition. 
Upon designation of Assistant Legal Attache to position of Legal 
Attache, the field personnel files of the designee should be 
forwarded to FBIHQ for maintenance. 


(CONTINUED - OVER) 
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Memorandum from| |to Mr. Baugh dated 6l6iSi 

Re: Proposed Changes In The Manual Of 

Administrative Operations And Procedures 
(MAOP) and Legal Attache Manual (LAM) " 


INDEXING 

The MAOP Index should be changed to reflect the following 
information: 


II . 2**^ . 2 » 1 


attached. 


SAC MEMORANDUM 

The field was advised by airtel dated 7/24/92, copy 


RECOMMENDATION : That upon approval of the above manual changes, 

this memorandum be routed to the Manuals Desk for appropriate 
handling. 


nrrnuwcu. 

Ct1m.Jus.lnfo. 

Leg^Sunsel.^ 

Affairs 



Servs. 


Off.ofPublic 


Director 

_ Rnance 

/' mOnnril 

ScCong.Affs. 



Info. Res. 

1 




Deputy Director Inspection. 
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0-9 (Rsv. 3-i6-79> 


TRANSMIT VIA: 
CLASSmCATION: 


AIRTEL 


DATE: 


FROM: Director, FBI (67-80008) 

TO; All SAGS 

All LEGATs 

RCA, Northeast Regional Computer Support Cente) 
RCA, Western Regional Computer Support Center 
Savannah Information Technology Center 
Butte Information Technology Center 

EMPLOYEE SECURITY FILE 
PERSONNEL SECURITY DOCUMENTS 


For privacy and .'security reasons, effective _ 8/1/92, all 
original FBIHQ-and field security-related documents , including 
■the.'', original background inVes'tigati'on, five-year reinvestigation, 
and-.'other orig'inal personnel, sec uri ty documents are to be 
maintaTned xH a Subfile (6'/ . SuB*^ ). to the Official Personnel 
■ File.' .. -■ -'j ■. 

..the-"'Sub'’-(B--F.i.le,^^ -be -.established' whenever a 

secuiri-ty adjudication 'is --initiated, ■ All security-related _ ^ 

'documents,, as 'described above,, will be removed from' -the original 
67 File and placed into the Sub S' File. Other recipients of this 
communication' .will establish the Sub S File and remove all 
security-related. . documents from the employee's .original 67 File 
whenever a personnel security-related document is generated by 
the field or whenever a similar document is received from FBIHQ, 

i - Mr . Clarke ■ ' 1 “ 

1 - Mr. Greenleaf 1 ~ 

1 - Mr. Gow. " 1 ~ 

1 - Each Asst. Director 1 ~ 

1 - Mr. Stoops 1 " 



Mr. O^Brien 


Collingwood 

Guido 

Perez 


' ' (£)- Manuals Desk 

NOTE: to Mr. Christensen memorandum dated 

5 1 A /92 , captioned as above, provided approval to 
establish the ESF as a Subfile to "cne OPr . 


RDP:trj. (194) 


Ei'ICLOSURE 





1145479-000 — 66-HQ-2319 — Section 140 (935434) 




1145479-000 — 66-HQ-2319 — Section 174 (935436) 




Vast Space Savings! 

Conserv-a-fileTeliminates the number of 
aisles formerly needed by providing 2 rows ini. 

Far Greater Capacity! 

Its dual row capacity enables Conserv-a-file¥ 
to hold many more records, checks, tape reels 
or books in a given area than any other 
equipment ... yet its cost is remarkably low. 




More Efflcient! Extremely Flexible! 

Conserv-a-file¥makes the filing area so Conserv-a-file¥is individually engineered to 

compact that 85% of the walking and many meet the needs of any installation. May be 

of the other filing motions are eliminated. constructed to any length and varying heights. 

Standing or seated between two general filing 't’s so flexible it can even surround a post! 

units, a clerk has the equivalent of 40 drawers 
of files at her finger-tips without 
moving! Speed and efficiency are thus 
greatly increased. 
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Conserv-a-flleY for general filing 

The most important advance in the history of filing. 



Conserv-a-file ff for general filing holds more, saves more space, is more efficient than any other 
equipment. In a given area, it holds up to 3 times as many records as mechanized files, drawer files 
or shelf files and ... in its most expensive version, costs but slightly more than shelf filing. 


Takes Any Folder Or System 

Requires no records conversion. Adapts 
to any filing system. The cradles of any 
unit can be made to take any folder, 
combination of folders, card trays or 
special size media. 


Requires Mimimum Aisle Space 

Because Conserv-a-file Yrequires no 
drawer pull-out area, 30-inch or even 
26-inch aisles are perfectly adequate. 


2 Rows In Depth Of A Single 
Drawer File 

The depth of Conserv-a-file ff is no 
greater than that of the average drawer 
file. It provides the only known way to 
increase capacity when files must be 
against a wall. 


Outer Cradles Roll Effortlessly 

Unique suspension system enables 
entire row of outer cradles to be rolled 
aside with less effort than it takes to 
pull out a conventional file drawer. 
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SPECIFICATIONS: 




CI0SUT6S ’ Doors, locks, dust protectors of any type 
are custom designed and engineered to suit the particular 
needs of an installation. 


Leveling Domes: The base of Conserv-a-file X is 

equipped with screw-type leveling domes, making shims 
unnecessary. 


Suspension System — Outer Cradles: 

Suspension tracks are made of anodized aluminum spe- 
cially contoured to match the rollers of the cradles. 

Suspension System — Inner Cradles: 

standard or full suspension (FS) Suspension System. Latter 
system equipped with 21-strand plastic coated airplane 
control cables which insure perfect tracking. Eliminates 
the torque normally encountered when rolling out a conven- 
tional file drawer. The elimination of this wear factor adds 
to the life of the suspension system twenty-fold over con- 
ventional file cabinets. 


Stability . Conserv-a-fileY cannot be tipped over even 
if all the outer cradles are full and the inner ones empty. 
No anchoring is ever necessary. 


Safety and Sllencet The ends of the outer cra- 
dles are cushioned with polyurethane foam for silence and 
safety. No metal ends ever touch. Hands pushing one cra- 
dle cannot be injured even if the adjoining cradle is acci- 
dentally pushed against them. 


Floor Load Factor . As a consequence of a ratio 
of steel to content of approximately .75:1, as against a 
ratio of approximately 2.0:1 per lineal inch of content of 
conventional files, it is possible to increase the capacity 
within a given area without adding to the floor load. 

Anti-Friction Bearings: am metai-to-metai 

contact is eliminated by empioying anti-friction bearings 
equipped with tires of a space-age plastic. They're prac- 
ticaliy impervious to wear and reduce puii-out and laterai 
movement effort to ounces. 


File Cradle Equipment: Dividers, adjustable 

every two inches, are provided. Sway biocks, which provide 
an instant working "V” at any point, or hanging file folder 
frames, are also available. Special requirements to order. 

Construction: Conserv-a-file Y is precision-manu- 
factured of prime furniture steel. 


Colors: #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black, or specially matched 
colors if desired. 


DIMENSIONS: 


Depth: Letter size — 29%"; legal size — 35%" (units 
with only stationary inner file shelves measure approxi- 
mately 2" shallower in depth). 

Note: inner files can be made stationary if desired. 

Width: starting modules - 36%", additional modules 
— 36". Conserv-a-file Y for general filing available only in 
these widths. 

Height: 5-tier— 64"; 6-tier— 76": 7-tier-88"; 8-tier— 
100": 9-tier— 112". Depth and height may be contracted or 
expanded to suit special needs. 


Two outer lateral cradles (A) may be rolia 
right to permit access to rear section drawel 
roll out. 1 






Conserv-a-fileY 

for Check, 

tab and Card ftling 

A capacity equal to mechanized files 

at one third the cost plus sit-down filing efficiency. 

Adapted to check, taband card filing, Conserv-a-file¥ offers impressive benefits . . . enormous 
capacity in a confined area . , . great increase in visibility, accessibility and efficiency . . . 
ease and comfort of sit-down filing ... all at one third the cost of mechanized files. The 
specifications and description detailed here are based on a 2 module unit, though, as with 
all Conserv-a-file 5 units, it may be built to any length and varying heights to meet the needs 
of the’ specific installation. 






V: m 
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!',to left or 
|(B) which 



The two 42" rear sections contain 8 tiers each of full 
suspension cradles. Cradles are subdivided into 4 com- 
partments*, each equipped with 3 adjustable sway 
blocks that provide an instant working “V” at any point. 



There are three storage levels in each a stationary base section subdivided 
outer cradle which consist of . . . into 4 compartments* 



and top and middle storage levels may be rolled to right or left within the 
made up of 3 individually mounted frame of the outer cradle to permit ac- 
trays* which cess to the compartment underneath. 


•These specifications slightly different for 6" x 3" card 
adaptation. See specifications. 


FOR CHECK FILES: 


SPECIFICATIONS: 

(Based on two 42" modules) 


0v6TQ/]/l DvtYl&7iS%07\iS t 84%" wide x 35W' deep x 
40" high (Starting modules 42%" wide, additional modules 
42"). 


Capacity: 


1239 lineal fi li ng inches or 185,850 checks. 


SuSp6flS%07l SyStCTflS : Cradles of rear sections 
available in FS suspension only. 

Suspension tracks of anodized aluminum. Anti-friction 
bearings have tires of space-age plastic. Practically im- 
pervious to wear. No metal to metal contact. Sides of move- 
able trays in outer lateral cradles fitted with cushions of 
polyurethane foam to insure safe, siient operation. 


Sway Blocks. Every compartment equipped with 3 
sway blocks adjustable every inch to provide instant work- 
ing “V” at any point. 


Base: Equipped with screw-type adjustable leveling 
domes. 


Construction: Prime furniture steel throughout. 

Colors: #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black, or special colors to 
match if desired. 

FOR 6" X 3" CARDS: 

Capacity : 2212 lineal filing inches or 276,500 cards. 
Same specifications as check file with these exceptions: 
Rear section cradles and stationary base section of outer 
cradles are subdivided into 7 compartments. 

Middle and top storage levels in outer cradles consist of 
6 individually mounted trays which roll to right or left with- 
in outer cradles. 

Note: Both units available in 36" modules, if desired. 
Dimensions will be readily altered to accommodate special 
size media. Units may be had with removable trays at addi- 
tional cost. 



Conserv-a-flle Y 
for tape reel storage 

Holds more reels in less floor space than any 
other tape storage equipment. 


Conserv-a-file ffs 2-in-l capacity solves the problem of floor space, increases efficiency and 
even makes the storage of tape reels within the immediate computer area now practical be- 
cause floor space requirements are so minimal. 


Though the initial cost of Conserv-a-file Y is slightly higher than its least expensive com- 
petitor, its savings in floor space not only make up the difference, but enables the unit to 
pay for itself in a relatively short period of time. Making maximum use of a space approxi- 
mately 28' X 33', the following example shows how Conserv-a-file Yand its competitor stack 
up against each other. 


Conserv-a-file 7 Competitor 


Area: 

Reel Capacity:* 
Equipment Cost: 

Cost Per Reel: 

Reels Capacity per sq. ft.: 
Space cost per sq. ft.: 
Savings per sq. ft: 


896.3 sq. ft. 

18,900 

$15,120.00 

$. 80/reel 

21.086 

$.237 

$.076 


939.3 sq. ft 

14,976 

$9,317.50 

$.62/reel 

15.94 

$.313 

None 


Difference of $.178 in equipment cost per reel ($.80 less $.622) is more than offset by 
annual savings of $.076 per sq. ft. offered by Conserv-a-file Y. Difference is paid off in only 
2.3 years and Conserv-a-file Y continues to save $.076 per sq. ft annually long after that 

♦Based on use of 11V2"X V/k" reels. 


Clerk rolls aside outer cradle to obtain I 
access to stationary storage rack in I 

rear section. .J 



SPECIFICATIONS: 


Storage Backs: Made of .11 gauge wire with fuli 
width label holders. There are no shelves in inner section. 
Racks fit into retaining slots in side panels of unit. 

Capacity of Backs: For 36" module units — 21 

reels {llVi" x l/ie" size); for 42" module units — 25 reels 
(llVa" X V/i^" size). Units to accommodate other size reels 
available on order. 

Look how many reels a 6-tier Conserv-a-file IZ can store . . . 
and in such little space! 

_______ _____ 

ft. of floor ft. of 

36" space 42" floor space 

Modules occupied Modules occupied 

Capacity per rack 21 reels 25 reelsj 

3 modules capacity 630 reels 18 750 reels 20 

4 modules capacity 882 reels 24 1050 reels 26 

6 modules capacity 1386 reels 36 1650 reels 42 


approx, sq. 
ft. of floor 
36" space 
Modules occupied 

2 rfsr I 


Wote: 


Units may be made to any length. 


SuspensiOfl Systeiu: suspension tracks of ano- 
dized aluminum. Anti-friction bearings have tires of space- 
age plastic that are practically impervious to wear. No metal 
to metal contact. 

Outer Cradles: Fitted with retaining slots to hold 
storage racks. Ends of outer cradles cushioned with poly- 
urethane foam to insure safe, silent operation. 


Print-Out Holders: Special suspension folders 
to hold print outs are available. Shelves to contain printout 
folders must be fitted with suspension bars. 

Base: Equipped with screw-type leveling domes. No 
shims necessary. 

Construction: Prime furniture steel throughout. 

Colors: #50 Grey, #52 Light Grey, #60 Olive Green, 
#62 Mist Green, #70 Desert Sage, #72 Light Desert Sage, 
#75 Beige, #80 Brown, #90 Black or special colors to 
match if desired. 

DIMENSIONS; 

Depth: 26". 

Width: Available in 36" or 42" modules. Starting 
modules are 36%" or 42%"; additional modules are 36" or 
42". 

Height: 5-tier— 75". 

6-tier-89". 

Length: units may be made to any length. 

Note: Depth and height may be expanded or contracted 
to suit special needs. 





Conserv-a-staclf — 

a dramatic advance in library shelving. 

Provides two rows of completely accessible library shelves in one! 



Conserv-a-stack saves space, increases capacity as no library storage equipment has ever done before. It’s almost identical 
in construction to Conserv-a-file 2 for general filing except for its inner shelves which are stationary. Ideal for use in 
stack rooms of public and school libraries, and the libraries of law firms, stock brokerage houses, publishers, etc, 

As with Conserv-a-fiie 2, Conserv-a-stack is made to order to meet the needs of any installation. It can be made to any 
length and height from 5 to 9-tiers. 


SPECIFICATIONS: 


Closures: Doors, locks, dust protectors of any type 
are custom designed and engineered to suit the particular 
needs of an installation. 

Suspension System — Outer Cradles: 

Suspension tracks are made of anodized aluminum spe- 
cially contoured to match the rollers of the cradles. 

Stability: Conserv-a-stack has such a low center of 
gravity that it cannot tip even if all the outer shelves are 
loaded and the inner ones empty. No anchoring ever re- 
quired. Screw-type leveling domes in the base make shims 
unnecessary. 

Safety and Silence: The ends of the outer cra- 
dles are cushioned with polyurethane foam for silence and 
safety. No metal ends ever touch. Hands pushing one 
cradle cannot be injured even if the adjoining cradle is 
accidentally pushed against them. 

Anti-Friction Bearings: All metal -to- metal 

contact is eliminated by employing anti-friction bearings 
equipped with tires of a space-age plastic. They’re prac- 
tically impervious to wear and reduce pull-out and lateral 
movement effort to ounces. 


Construction: Conserv-a-stack is precision-manu- 
factured of prime furniture steel. 

COLORS: 

#50 Grey, #52 Light Grey, #60 Olive Green, #62 Mist 
Green, #70 Desert Sage, #72 Light Desert Sage, #75 Beige, 
#80 Brown, #90 Black or specially matched colors if 
desired. 

DIMENSIONS: 

Depth: zz- 

Width: starting modules - 36%"; additional 
modules -36". 

Height: 5-tier-64"; 6-tier-76"i 7-tier-88"; 8-tier-lOO"; 
9-tier-112". 

Depth and height may be expanded or contracted to suit 
special needs. 

SHELF DIMENSIONS: 

10" or 12" deep; 36" wide; special sizes available on order. 
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Conserv-a-fileY- 
in use everywhere! 

Associations, Clubs, etc. Govermmnt Agencies 


Automobile Club of Maryland 
Baltimore, Maryland 

Union Pacific R.R. 

Pocatello, Idaho 


Educational 

Institutions 

Gonzaga University 
Spokane, Washington 

University of Illinois 
Urbana, Illinois 

University of Wisconsin 
Madison, Wisconsin 


DuPage County Court House 
Wheaton, Illinois 

Peoria County Court House 
Peoria, Illinois 

Department of Health 
State of Idaho 
Boise, Idaho 

Veterans Administration 
Washington, D.C. 


Insurance Firms 

Imperial Insurance Company 
Washington, D, C. 



Howard Savings Institution, Newark, N. J. 


Financial Institutions 

Federal Reserve Bank 
New York, New York 

First National Bank 
Boston, Massachusetts 

First National Bank 
Memphis, Tennessee 

Guarantee Savings & Loan 
Birmingham, Alabama 

Howard Savings Institution 
Newark, New Jersey 

Lincoln First Federal Savings & Loan 
Spokane, Washington 


Protective Mutual Insurance 
Company 

Chicago, Illinois 






J! ■ 1 


m/' I 


Weyerhaeuser Compatiy 
Pennsauken, New Jersey 


Legal Firms 

Arthur Young & Company 
Denver, Colorado 

Frost & Jacobs 
Cincinnati, Ohio 

Gaston, Snow, Motely & Holt 
Boston, Massachusetts 

Harron-Rickard & McCone Company 
San Francisco, California 

Selberman & Selberman 
Birmingham, Alabama 


Manufacturing Firms 

Bama Company 
Birmingham, Alabama 

Bufkor, Incorporated 
Buffalo, New York 

Butler Manufacturing Company 
Minneapolis, Minnesota 

Electrolux Corporation 
New York, New York 

Esso Research & Engineering 
Linden, New Jersey 

continued on next page 



Protective Mutual Insurance Co., Chicago, Illinois 






Fairchild Publications, New York, N. Y. 

Manufacturing Firms, 
continued 

Ford Motor Company 
Detroit, Michigan 

General Electric Company 
Lynn, Massachusetts 

Goodyear Tire & Rubber 
Akron, Ohio 

Humble Oil & Refining Company 
Lafayette, Louisiana 

Mallinckrodt Chemical Works 
New York, New York 

Rand-McNally Company 
Chicago, Illinois 

Saran Pipe Line Company 
Ferndale, Michigan 

Sargent Company 

New Haven, Connecticut 




Manufacturi/ng Firms, 
continued 

Shell Oil Company 
Houston, Texas 

Stanley Tools 

New Britain, Connecticut 


Medical Institutions, 
continued 

Morristown Memorial Hospital 
Morristown, New Jersey 

Twin Falls Clinic & Hospital 
Twin Falls, Idaho 



Smith, Barney & Company, Incorporated, New York, N. Y. 


Newsweek Magazine, New York, N. Y. 


Weyerhaeuser Company 
Pennsauken, New Jersey 


Medical Institutions 

Blue Cross- Blue Shield 
Wilmington, Delaware 

El Paso Orthopedic Surgery Group 
El Paso, Texas 

Holy Family Hospital 
Spokane, Washington 

Memorial Hospital & Clinic 
Warren, Ohio 


Investment Firms 

A. G. Becker & Company 
Chicago, Illinois 

Smith, Barney & Company, Inc. 
New York, New York 


Publishing Firms 

Fairchild Publications 
New York, New York 

Management Publishing Group 
Greenwich, Connecticut 

Newsweek 
New York, New York 


Supreme Steel Equipment Corp., 50th Street & Second Ave., Brooklyn, N. Y. 11232 

^ U i n hj IVI Hi World’s leading manufacturer of time and space-saving filing equipment and systems. 
j-v.j-.iA Qgaig^g jn principal cities throughout the 0. S. 



Roll Out Gonserv-a-file® Gonserr-a-matic® 


Gonserv-a-lile® 


Gonserv-a-tier® 


Library Shehing 


Gabinets 




Put a unique suspension system on each drawer 
to make it roll out sideways, so that all records could 
be exposed in half the aisle space normally needed. 




3 


We removed the front panel of the drawers to 
make records more visible and accessible, made the 
drawers longer and built the unit higher so it 
could hold as much as % conventional files in 
half the floor space. 

We called it Roll Out Conserv-a-file! 
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acks across 




And on each track we mounted outer cradles 
in front of all but one section, so that the outer 
cradles can be rolled one section’s width 
to the left or right. 
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Moving the outer cradles laterally provides access to 
the inner files which roll out. We now have two 
rows of completdy accessible files in one, in the depth 
of a conventional drawer hie. 

We called this unit Conserv-a-hle ¥. 



The momentum in moving one outer cradle is automatically transmitted to the cradle next to it through 
compressible polyurethane pads. This, with Supreme’s unique suspension system, enables an entire 
outer row of cradles to be moved with less effort than it takes to pull out a conventional file drawer, 


Conserv-a-file Yis designed and engineered to meet 
the needs of any installation. It ean be made to any 
length- and height from five to nine tiers. 
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Because Conserv-a-file I provides two rows of 
files in one, it eliminates the number of aisles 
formerly needed. 



h any given area, Conserv-a-file Y holds to 3 
times as many records as mechaiuzed files, 
shelf files or drawer files. 
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Without moving, a clerk, working between two units, 
has the equivalent of 40 drawers of files at her 
fingertips. Since the file area is more compact, 85 fo 
of the walking and much of the other filing motio 


are eliminated. Speed and efficiency are 
thus gready increased. 


SMj ' 


I 
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1 , 1 * 



Using a conventional drawer file, one cannot file 
above eye level Because its records are exposed from 
the top and side, Conserv-a-file ¥ allows filing to the 
furthest point the eye can see and the hand can 
reach. Its maximum accessibihty permits records to 
be located faster, returned faster. 





Over 50fo of all the records in the unit are accessible all 
the time. Any one inner hie cradle, or all of them in 
a section, can be exposed. 

In long installations, lateral movement of the outer 
cradles may be stopped at whatever points are desired, 
and any outer cradles may be omitted, if desired. 







Its enormous ease of operation allows a clerk to roll 
aside four rows of outer cradles (equivalent to 7 four- 
drawer file cabinets) in just one motion. 
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Conserv-a-file I requires no records conversion arid 
adapts to any filing system. The cradles of any unit 
can be made to take any folder, or any combination 
of folders, card trays, or special size media, if desired. 




When files must be installed against the wall, it 
provides virtudly the only means to increase filing 
capacity. It utilizes space usually lost by alcoves and 
can even suiTound a post 




Because Conserv-a-filelTis custom designed and engineered, it is adaptable to any kind of filing requirement. There are specially engineered 
Conserv-a-file V’s to accommodate the filing requirements of tape reel and library storage. A motorized filing desk capable of simultaneous vertical 
and horizontal movement is available. It brings the clerk and her work station to any height and section of the unit in seconds, resulting in a 
remarkable increase in filing speed and efficiency, 

GENERAL SPECIFICATIONS: 

CLOSURES: Doors, locks, dust protectors of any type are custom designed and engineered to suit the particular needs of an installation. 

SUSPENSION SYSTEM — OUTER CRADLES: Suspension tracks are made of anodized aluminum specially contoured to match the rollers of the cradles. 

SUSPENSION SYSTEM —INNER CRADLES: FS Suspension System: Equipped with 21-strand plastic coated airplane control cables. 

This unique method insures perfect tracking by eliminating the torque encountered when rolling out a conventional file drawer. The elimination of 
this wear factor adds to the life of the suspension system twenty fold over conventional file cabinets, 

INSTABILITY: Conserv-a-file Xcannot be tipped over even if all the outer aadles are full and the inner ones empty, No anchoring is ever necessary, 

'^ISLE SPACE: Because Conserv-a-file ^requires no drawer pull-out area, 30-inch or even 26-inch aisles are perfectly adequate. 

SAFETY AND SILENCE: The ends of the outer cradles are cushioned with polyurethane foam for silence and safety. No metal ends ever touch. Hands 
pushing one cradle cannot be injured even if the adjoining cradle is accidentally rolled against them. 

^LOOR Load factor: As a consequence of a ratio of steel to content of approximately .75:1, as against a ratio of approximately 2.0:1 per lineal 
inch of content of conventional files, it is possible to increase the capacity within a given area without adding to the floor load. 

ANTI-FRICTION BEARINGS: All metal-to-metal contact is eliminated by employing anti-friction bearings equipped with tires of a space-age plastic. 
They’re practically impervious to wear and reduce pull-out and lateral movement effort to ounces. ' 

LEVELING DOMES: The base of Conserv-a-file X is equipped with screw-type leveling domes, making shims unnecessary. 

FILE CRADLE EQUIPMENT: Dividers, adjustable every two inches, are provided. Sway blocks, which provide an instant working “V" at any point, 
or hanging file folder frames, are also available. Special requirements to order. 

CONSTRUCTION: Conserv-a-file¥is precision-manufactured of prime furniture steel. 

COLORS: Available in a variety of standard or specially matched colors if desired. 

DIMENSIONS: 

DEPTH: Letter size — 29f4"; legal size — 35Sy^" (units with only stationary inner file shelves measure approximately 2" shallower in depth) . 

Note: inner files can be made stationary if desired. 

WIDTH: Starting modules — 36s^"; additional modules — 36". HEIGHT : 5-tier — 64"; 6-tier — 76"; 7-tier — 88"; 8-tier — 100"; 9-tier — 1 1 2". 

Depth and height may be contracted or expanded to suit special needs. 


Conserv-a-filel costs a lot less yet provides far 
greater capacity, space savings and efficiency than 
any other filing equipment 


SUPREME Supreme Steel Equipment Corp., Brooklyn, N. Y. 11232 


World’s leading manufacturers of time and space-saving filing equipment. Originators and manufacturers of Conserv-a-matic®, the first motorized shelf file; 
Conserv-a-tier®, adjustable shelf files; stationary shelf Conserv-a-file® and Roll Out Conserv-a-file ®. Dealers in principal cities throughout the U. S. 


1145479-000 — 66-HQ-2319 — Section 178 (935437) 







1145479-000 — 66-HQ-2319 — Section 185 (935440) 



FD - 24S (REV. 4-13-60) 


H. 0. iBppartmpnt nf Suatir? 


(MATERIAL MUST NOT BE REMOVED FROM OR ADDED TO THIS FILE) 



FEDERAL BUREAU 

of 



Bureau File Number 



(A 

§. 

» 


0 » 


t 

5 * 

B 

(I 

2 

c 

3 

§* 


See also Nos. 




t*tAw wAVKc* I 0'*10649 


CLASSIFICATION NO. 



1145479-000 — 66-HQ-2319 — Section 186 (935463) 






1145479-000 — 66-HQ-2319 — Section 190 (935466) 






1145479-000 — 66-HQ-2319 — Section 198 (935478) 












1145479-000 — 66-HQ-2319 — Section 280 (935481) 




6/14/77 

I 

TO: 




DIRECTOR, PBI(66'-116065) I 

(ATTN; DOCDMENTS CLASSIFICATION OFFICER, PBIHQ) 


FROM: BOSTON (66-4028) 

! 

'1 

Re! FD 252, dated 6/14/77,' of SA 

■ ^ 

Incs. 3 ! 



1145479-000 — 66-HQ-2319 — Section 372 (935484) 




CLASSIFICATION NO. 



_ Fi>245XREy4-ai-S0)_.__ . 

If. §>, Sp^iartmFnt nf iuattr? 


[MATERIAL MUST NOT BE REMOVED FROM OR ADDED TO THIS FILE) 

FEDERAL BUREAU 

of 

INVESTIGATION 


Bureau File Number 

AUXILIARY OFFICE FILE NUMBERS 


Albunufrou,. H°“slon Okkhomn Oily 

A buqucrquo. IndmnnnnIiB Dmnhn 

Alexandria _______ — Jackson Philndalnhin 

4 Jackaonvjuc— Phoonix 


Boltimoro 

1 Knoxville PorMnnrI 

1 

Birminebnm 

Las Voces 


Boston 



Buffalo. 1 




Ruttn .. 




CharloUo- 




Chicaco .: 



CinolnnoLi 



Cleveland 



Columhin 



Dallas 



1 -7a» 

Donvnr 

Now Hnvpn 



Dft(.rnjt. .. 




El Paso 




Honolulu 

Norfolk . 1 

! CD 


See also Nos. 


> 


I 

I 

i 


CLASSIFICATION NO. 


